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INTRODUCTION 


A. Purpose and Objectives 


The General Records Disposal 
Schedules (GRDS) are issued by 
the Dominion Archivist to provide 
direction to government institutions 
listed in Schedules A and B of the 
Financial Administration Act and to 
branches designated as depart- 
ments for purposes of the Act on the 
retention and disposal of adminis- 
trative (housekeeping) records. 
These schedules authorize institu- 
tions to dispose of administrative 
records on the expiry of the reten- 
tion periods specified. Where justi- 
fied, an institution may retain admin- 
istrative records which do not 
contain personal information for up 
to one year beyond their retention 
period. Retention beyond this ex- 
tension is elaborated upon in Sec- 
tion D of the Introduction. 


Government institutions listed in the 
Schedule to the Privacy Act must 
comply with the provisions of the 
Privacy Act, the Privacy Regula- 
tions, and the Treasury Board /n- 
terim Policy Guide (TB-787442) as 
they relate to the retention and 
disposal of personal information. 
Part Ill, 2.4 of the Guide requires 
that personal information is to be 
retained and disposed of in accord- 
ance with schedules approved by 
the Dominion Archivist. The General 
Records Disposal Schedules there- 
fore apply to these institutions in 
respect of administrative records 
containing personal information. 
Such information must be retained 
for the periods specified in the 
GRDS and must be disposed of on 
the expiry of these periods except 
that: 


a) where personal information has 
been used to make a decision 
directly affecting an individual 
within two years of the expiry of 
the retention period, the infor- 
mation shall be retained for 
at least two years after the last 
time the information was so 
used unless the individual con- 
sents to its earlier disposal; and 


b) where a request for access to 
personal information has been 
received, the information shall 
be retained until such time as 
the individual has had the op- 
portunity to exercise all his or 
her rights under the Act. 


Vil 


These General Schedules have 
been prepared with several objec- 
tives in mina: 


1) to establish standard records 
retention periods for adminis- 
trative records common to most 
government institutions; 


2) toeliminate the need for gov- 
ernment institutions individually 
to submit schedules for the 
same categories of records: 


3) toachieve efficiency and econ- 
omy in space, equipment and 
staff through, 


a) systematic transfer of ad- 
ministrative records to dor- 
mant storage in government 
institutions or to Federal 
Records Centres operated 
by the Public Archives, and 


b) orderly destruction of ad- 
ministrative records no 
longer of value; 


4) to differentiate clearly between 
administrative records and op- 
erational records; 


5) to aid the development of 
sound file classification sys- 
tems in government institutions 
through, 


a) standardization of records 
descriptions, and 


b) suggested arrangement of 
subjects in a manner which 
will contribute to good filing 
methods; 


6) to ensure the preservation and 
transfer to the Public Archives 
of Canada of administrative 
records of historical or archival 
value; and 


7) tomeet the requirements of 
regulations and policy under 
the Privacy Act with regard to 
the retention and disposal of 
personal information. 


Definitions 


To clarify the purpose of these 
schedules it is necessary to define 
certain terms: 


1) Record 
Means any information con- 
tained in any physical medium 
which is capable of preserving 


such information and includes 
any information contained in 
the original and any copy of 
correspondence, memoranda, 
forms, directives, reports, 
drawings, diagrams, carto- 
graphic and architectural 
items, pictorial and graphic 
works, photographs, films, mi- 
croforms, sound recordings, 
video-tapes, video-disks and 
video-cassettes, punched, 
magnetic and other cards, pa- 
per and magnetic tapes, mag- 
netic disks and drums, holo- 
graphs, optic sense sheets, 
working papers, and any other 
documentary material or 
electro-magnetic medium, re- 
gardless of physical form and 
characteristics. 


Records Schedule 
Means a list of files which 
indicates: 


a) the period of time each file 
must be retained according 
to its value to the institution; 


a 


how long, within its retention 
period, each file should be 
held as active records in 
records offices in govern- 
ment institutions and stored 
as dormant records at a 
Public Archives federal rec- 
ords centre or other facility, 
or at the Public Archives 
National Personnel Records 
Centre; and 


the ultimate disposal of 
each file, on expiry of its 
retention period, by destruc- 
tion, transfer as archival rec- 
ords to the Public Archives, 
or removal from the control 
of the Government of 
Canada. 


O 


Policy Records 

The term “policy” used in these 
schedules refers to those ad- 
ministrative records of an insti- 
tution which often contain, in 
fact, only policy information 
originating from central agen- 
cies. Sometimes, however, 
central agency policies contain 
provisions within which the in- 
stitutions can, in turn, develop 
policy in relation to such poli- 
cies. Records held by an insti- 


tution containing this kind of 
policy material are to be dis- 
posed of in accordance with 
the appropriate disposal in- 
structions in the General 
Schedules 


4) Active and Dormant Records 


a) Active Record 
Active records are those to 
which reference is suffi- 
ciently frequent and urgent 
that they must be held in 
close proximity to the offi- 
cials who refer to them. 
Such records are generally 
less than two years old. 


b) Dormant Record 
Dormant records are those 
to which reference is neither 
frequent nor urgent enough 
to warrant maintenance in 
relatively expensive records 
office space and equip- 
ment, and within which the 
most recent material on file 
is two or more years old. 
They include closed files 
(files containing records re- 
lating to an action or event 
that is over) and may also 
include closed volumes of 
active files. 


5) Administrative Records 
Are those records of a govern- 
ment institution reflecting its 
internal administration and are 
scheduled in Genera! Records 
Disposal Schedules of the Gov- 
ernment of Canada, issued 
with the approval of the Domin- 
ion Archivist. 


6) Operational Records 
Are those records of a govern- 
ment institution pertaining to 
its particular responsibilities 
and are scheduled in records 
disposal schedules developed 
by the institution and approved 
by the Dominion Archivist. 


7) Personal Information 
Means information about an 
identifiable individual, that is 
recorded in any form, as de- 
fined in Section 3 of the Privacy 
Act. 


C. Limitations on Coverage 


These schedules are designed to 
accommodate most government in- 
stitutions in common records areas. 
They deal with administrative/ 
housekeeping records and not with 
the operational records created by 
government institutions while carry- 


o 


ing out their basic programs. Institu- 
tions may have far more detailed 
records or may not have all the 
types of records listed in these 
schedules. 


Central agencies, such as the 
Treasury Board Secretariat, the 
Public Service Commission, etc., 
having a prime responsibility fora 
government-wide program must 
submit a form ARC-170 — 
RECORDS RETENTION AND DIS- 
POSAL AUTHORITY to secure ap- 
proval for disposing of records re- 
flecting that operation. They can, 
however, use these General Sched- 
ules for administrative records per- 
taining to their internal administra- 
tive activities. 


Common service agencies, such as 
Supply and Services Canada, Pub- 
lic Works Canada, etc., whose pri- 
mary role is the provision of service 
to client institutions, may have oper- 
ational records bearing the same 
subject title as those listed in these 
General Schedules. Where they 

are the operational records of that 
institution, however, their destruc- 
tion is not authorized by these 
schedules except as otherwise 
stated for financial records in 
Schedule 4 — Finance. 


Government institutions subject to 
the Privacy Act but not to Chapter 
460-TB/APM are authorized and 
required to retain and dispose of 
administrative records containing 
personal information under this au- 
thority. Those wishing to incorporate E. 
these General Schedules as part 

of their records retention and dis- 
posal schedules are responsible for 
adherence to any statutes and other 
regulatory instruments applicable 

to them and for amending the 
retention periods accordingly. 


Retention Periods 


vill 


The retention periods indicated in 
these schedules have evolved from 
many years of application and re- 
view and meet the requirements for 
which they were developed includ- 
ing statutory requirements such 

as those of the Privacy Act. Circum- 
stances may arise, however, when 
to satisfy an internal need an institu- 
tion may have to retain a record an 
additional length of time. Providing 
it does not exceed one (1) year and 
contains no personal information 
the extension is authorized. 


In cases where government institu- 
tions decide on changes to the 
retention periods stated within 
these General Schedules for more 
than one year the Dominion Archi- 
vist shall be notified of the proposal 
through the submission of an ARC- 
170. A formal submission is re- 
quired to ensure that proposed 
changes do not compromise the 
standardization of the General 
Schedules and may serve as an 
indicator that the retention period 
should be reviewed. 


Throughout these General Sched- 
ules a recommendation is made 
concerning the length of time a 
record should remain in an active 
records office and the length of time 
it should be stored in a dormant 
area. This is indicated, for example, 
by recording “A-2, D-3” for a record 
having a five year retention period. 


Note: Where there is a conflict 
between this authority and a direc- 
tive or regulation relating to the 
retention and disposal of personal 
or non-personal administrative infor- 
mation issued by another govern- 
ment institution, and affecting those 
institutions listed either in Sched- 
ules A or B and branches desig- 
nated as departments in the Finan- 
cial Administration Act or the 
schedule to the Privacy Act, this 
authority remains in force until an 
amendment is issued. 


Records Location and 
Transfer 


Records having a life-cycle of two 
years or less should normally be 
retained in the active records areas; 
those having a life-cycle of more 
than two years should be trans- 
ferred to a dormant storage area 
within the institution or to a records 
centre. 


As directed in Chapter 460, 6.3, the 
Dominion Archivist administers fed- 
eral records centres across Canada 
for the use of government institu- 
tions for storing dormant records. 
These facilities, when practical, 
should be utilized. 


Government institutions may trans- 
fer records covered by these Gen- 
eral Schedules: 


a) to another federal institution; 
b) within the same institution; 


c) toa federal records centre in 
accordance with the proce- 
dures of the Centres: 


d) tothe control of the National 
Personnel Records Centre in 
accordance with Centre 
procedures; and 


e) to the control of the Historical 
Resources Branch of the Public 
Archives of Canada in accord- 
ance with Branch procedures; 


without the further approval of the 
Dominion Archivist for such a trans- 
fer. 


Institutions may not transfer records 
outside the control of the federal 
government either to provincial or 
other levels of government, individ- 
uals or private organizations without 
the approval of the Dominion Archi- 
vist (Chapter 460, 8.1). 


Records Duplication 


Duplication of records occurs pri- 
marily from two sources; first, those 
created internally for administrative 
or organizational requirements and, 
secondly, those created as a result 
of material received from other gov- 
ernment institutions including cen- 
tral management authorities and 
common service agencies. After 
their administrative use has ceased 
these duplicate records should be 
destroyed. 


To alleviate the confusion of 
whether or not a record is a dupli- 
cate or an original, government 
institutions should develop a state- 
ment of internal policy on the desig- 
nation of the official record for 
retention and disposal purposes. 


In order to avoid accumulating un- 
necessary copies of records, insti- 
tutions, as recommended in the 
policy on records management 
(Chapter 460, 5.2.2 (d)) should: 


a) destroy extra copies of a rec- 
ord as soon as the original or a 
clearly legible and durable 
copy is accounted for in the file 
classification system; 


b) ensure that any copy ofa 
record containing more or less 
information than the original 
is to be considered as an 
original; and 


c) ensure employees satisfy the 
above requirements before 
destroying any copy of a 
record. 


Note: Inevitably there will be some 
duplication between records main- 
tained in the central administrative 
area of an institution and the corre- 
sponding records used by other 
branches, divisions, etc., or in dis- 
trict, fleld or regional offices. Dupli- 
cate records kept by these other 
levels of administration should be 
destroyed when they have ceased 
to be of administrative use. 


It is important, however, that these 
General Schedules are not applied 
to records which contain other than 
administrative material. Such rec- 
ords, should, after careful examina- 
tion of their contents, be disposed 
of only in accordance with ap- 
proved schedules for operational 
records. 


G. Archival Records 


Arrangement of 
Schedules 


Some administrative records have 
continuing historical value after the 
administrative value expires. These 
records must be transferred to the 
Historical Resources Branch of the 
Public Archives of Canada. The 
General Schedules indicate those 
of archival (historical) value by a 
statement that after expiry of the 
retention period the records are to 
be transferred to the Public Ar- 
chives. 


The importance of ensuring that 
records of permanent value are 
preserved Is recognized in the rec- 
ords management policy which 
places a compulsory requirement 
on government institutions to 
schedule and transfer records of 
historical significance to the Public 
Archives (Chapter 460, 8.4). For 
further guidance on the disposal of 
archival records institutions should 
consult the appropriate division of 
the Historical Resources Branch 

of the Public Archives. 


. Application of Schedules 


Government institutions may apply 
these General Schedules without 
further reference to or approval 
from the Dominion Archivist except 
for those limitations as noted else- 
where in the Introduction. The 
Schedules provide authoritative 
guidance whereby government in- 
stitutions can develop and imple- 
ment efficient records scheduling 
and disposal activities for adminis- 
trative records. 


The attached schedules are divided 
into five large groups of records: 
Schedule 1— Administration 
Schedule 2— Buildings and 
Properties 
Schedule 3— Equipment and 
Supplies 

Schedule 4— Finance 

Schedule 5— Personnel 


Each of these schedules has a 
foreword which defines the sched- 
ules, what is and what is not 
included, as well as giving details of 
probable areas of duplication of 
records. Within each schedule the 
major subjects are arranged alpha- 
betically and sub-divided, where 
applicable. Opposite each subject 
there is a description where neces- 
sary of the type of record involved. 
For some entries there is in addition 
a note about recommended ways 
of filing. In the “Retention Period 
and Remarks” column, many en- 
tries are designated for consultation 
with the Public Archives of Canada 
for selective retention. Records 
Managers are advised to ensure 
that departmental staff applying 
these schedules keep this in mind. 


An alphabetical index of subjects 
and cross-references has been in- 
cluded in this publication. The index 
gives headings under which various 
types of records will be found as 
well as the schedule number. Fur- 
ther identification is unnecessary 
since each schedule is arranged 
alphabetically internally. 


ll. GENERAL SCHEDULES 
Schedule 1 — ADMINISTRATION 


Schedule 1 pertains to administrative 
activities provided within government 
institutions not specifically identified in 
the separate schedules for Buildings 
and Properties, Equipment and Sup- 
plies, Finance and Personnel. 


The Administrative Schedule includes 
such broad records areas as: associa- 
tions and societies; campaigns and 
canvassing; committees, boards, etc.; 
communications; library and information 
services; office and management serv- 
ices; security; transportation; visits and 
tours, etc. Other smaller records hold- 
ings are also included in this schedule. 


nevitably there will be some duplication 
between records maintained in the cen- 
tral administrative authority area of an 
institution and the corresponding 
records used by other branches, divi- 
sions, etc., or in district, fleld or regional 
offices of the organization. Duplicate 
records maintained at these other levels 
of administration should be destroyed 
when they have ceased to be of 
administrative importance (Introduc- 
tion — Item F). 
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Schedule 1 — ADMINISTRATION 


Subject Group 


General 


Access to Information and Privacy 


Accidents 
(Personnel — See 
Personnel Schedule 5) 


Acts and Legislation 


Agreements 
(Financial — See 
Finance Schedule 4) 


Appreciation, Condolences, 
Congratulations and Greetings 


Associations, Clubs, Federations, 
Institutes, Leagues, Orders and 
Societies 


General 


Aircraft, explosives, 
railway, ships 


Equipment, 
vehicles, etc. 


General 


Individual Federal Bills, 
Acts and statutory orders 


and regulations 


Orders-in-Council, 
Cabinet directives and 
Treasury Board Minutes 


General 


Miscellaneous and routine matters 
not covered in this schedule 
Policy 
Routine 


Policies, procedures reports, 
registrations, etc. 
Policy 
Routine 


Individual Requests 


Policy 
Routine 


Records relating to accidents 
whether or not claim or liability 
involved for damage to public 
property 


Policy 
Routine 


Records relating to accidents 
whether or not claim or liability 
involved for damage to public 
property 

Provincial, territorial or foreign 


Correspondence, working records, 
etc. leading to their preparation and 
amendment 


Federal, provincial, territorial, foreign 
or municipal 


Special occasions, holidays 
congratulations to royalty, etc. 


Policy, proceedings, minutes, annual 
reports, financial statements, etc. 


Routine correspondence including 
memberships, social functions, 
invitations, subscriptions, etc. 


Retention Period 
and Remarks 


5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years 


2 years after resolution 


5 years A-2, D-3 

2 years 

Before disposal consult 
the Public Archives of 
Canada 


2 years after settlement 
of claim or release 
Before disposal consult 
the Public Archives of 
Canada 


5 years A-2, D-3 
2 years 


2 years after settlement 
of claim or release 


3 years 


Institutions primarily 
concerned 5 years after 
enactment A-2, D-3 
Before disposal consult 
the Public Archives of 
Canada 


Other institutions 3 years 


1 year after superseded, 
obsolete or action 
completed 


Originals, Privy Council 
and Treasury Board 
Transfer to Public 
Archives of Canada 
when no longer required 
1 year after superseded 
Before disposal consult 
the Public Archives of 
Canada 


1 year 


5 years A-2, D-3 

Before disposal consult 
the Public Archives of 
Canada 


2 years 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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Schedule 1 —- ADMINISTRATION 


Subject Group 


Subject 


Audits and Auditing 
(See Finance Schedule 4) 


Badges, Emblems, Flags 
(See also Federal Identity Program) 


Boards and Courts of Inquiry 


Books, Pamphlets and Publications 


Briefings 


Cafeterias and Eating Facilities 


Campaigns, Canvassing and 
Soliciting 


Ceremonies and Celebrations 


Circulars, Directives and Orders 


Committees, Boards, Panels, 
Conferences, Symposia and 
Meetings 


Description 


| 


Retention Period 
and Remarks 


Use, flying, or wearing of 
badges, coats of arms, 
emblems, flags, crests, 
pennants, etc. 


For purchase and supply 
see Equipment and 
Supplies Schedule 3. 


General 


By or to individuals on 
specific interests 


General 


General 


Blood donor clinics 
Canada Savings Bonds 


Charitable 


General 


General 


Policy 
Routine 


Fire, theft, loss, financial, legal, etc. 
Major 


Minor 


Compilation and editing, printing and 
binding, sale and distribution of 


Policy 
Routine 


Individual publications 


Does not include petitions or 
collective briefs 


Correspondence on hours of 
operation, equipment, space, 
sanitation, catering services, price 
lists, menus, vending machines, etc. 


Policy 
Routine 


United Way, etc. 


Laying of cornerstones, 
Remembrance Day ceremonies, 
inaugurations, etc. 


Departmental administrative and 
operating orders, circular letters, 
directives, regulations, etc. 


Correspondence on agenda, notices, 
minutes of meetings, proceedings, 
ClC: 


Routine 
Other 


5 years A-2, D-3 

2 years 

Before disposal consult 
the Public Archives of 
Canada 


5 years A-2, D-3 

Before disposal consult 
the Public Archives of 
Canada 


2 years 


5 years A-2, D-3 
2 years 


1 year after publication 
appears or is cancelled 


1 year 


5 years A-2, D-3 
2 years 


2 years 


1 year 


1 year plus current 
campaign 


1 year plus current 
campaign 


2 years 
Before disposal consult 
the Public Archives of 

Canada 


1 year after superseded 
or redundant 


1 year 

For institutions primarily 
responsible for the 
committee, etc. 

5 years A-2, D-3 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 


Schedule 1 - ADMINISTRATION 


Subject Group 


Committees, etc. (cont'd) 


Communications 


Complaints 
Co-operation and Liaison 


Corporations, Companies and Firms 


Correspondence Management 


Cultures and Customs 


Drafting Services 


Duplication and Reproduction 
Services 


General 


Codes, cyphers and 
passwords 


Radio and radio systems 


Telephone, telegraph, 
teletype, 
intercommunications 
systems, etc. 


For installations 
see Buildings and 
Properties 
Schedule 2 


For most subjects see 
under subject 
concerned, e.g., 
Contracts 


Doukhobors, Indians, 


Mennonites, Métis, etc. 


See Office Services 
See Office Services 


Description 


Policy 
Routine 


Policy 
Routine 


Individual codes, cyphers and 
passwords 


Policy 
Routine 


Policy 
Routine 


Duplicates of messages 


Letters of 


Co-operation and liaison with foreign, 


provincial, territorial and municipal 
governments, other federal 
government institutions, colleges, 
CG: 


Routine correspondence, 
solicitations, brochures, pamphlets, 
inquiries, statements, etc. 


Correspondence procedure, quality 
and production control, use of form 


and guide letters, signing authorities, 


channels of communication, etc. 
Policy 
Routine 
Policy 
Routine 


Retention Period 
and Remarks 


Before disposal consult 
the Public Archives of 
Canada 

For institutions 
associated with but not 
primarily responsible for 
the committee, etc., 

2 years 

5 years A-2, D-3 

2 years 

5 years A-2, D-3 

2 years 

2 years after superseded 
or obsolete 

5 years A-2, D-3 
2 years 

5 years A-2, D-3 
2 years 


6 months 


1 year 

5 years A-2, D-3 

Before disposal consult 
the Public Archives of 
Canada 


1 year 


5 years A-2, D-3 
2 years 


5 years A-2, D-3 

2 years 

Before disposal consult 
the Public Archives of 
Canada 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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Schedule 1 - ADMINISTRATION 


Subject Group 


Electronic Data Processing 


Emergency Planning 


Federal Identity Program 


Forms Management 


Gifts and Donations 


Historical Matters 


Information Services 


General 


(Procurement — See 


Equipment and Supplies 
Schedule 3) 
General 


Civil defence 


Demonstrations and riots 


Disasters 


Evacuation 


National survival 


For procurement of forms 
see Equipment and 
Supplies Schedule 3 


General (public relations 
and publicity) 


sie LaMar meee | 


Planning and operational processes 
for automated and electronic systems 
and services 


Policy 
Routine 


Policy 

Routine 
Memoranda, minutes, exercises, 
information kits, instructions, 
wardens, etc. 

Policy 

Routine 


Civil power aid 


Avalanches, fires, floods, train wrecks 


Of personnel, dependents in the 
event of fires, floods, war, etc. 


Policy 
Routine 


Applied titles, publications, signage, 
stationery and forms 


Policy 
Routine 


Analysis, design and control, 
identification, authorization, review, 
preparation. and physical 
characteristics of forms, etc. 


Policy 
Routine 


Individual function files 


Other than financial, excludes 
campaigns and canvassing 


Records outlining the growth and 
activities of institutions and 
significant events 


Retention Period 
and Remarks 


5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years 


5 years A-2, D-3 

Before disposal consult 
the Public Archives of 
Canada 

5 years A-2, D-3 

Before disposal consult 
the Public Archives of 
Canada 

5 years A-2, D-3 

Before disposal consult 
the Public Archives of 
Canada 

5 years A-2, D-3 

2 years 


5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years 


When superseded or 
obsolete 


2 years 


5 years A-2, D-3 
Transfer to the Public 
Archives of Canada 


3 years 

Before disposal consult 
the Public Archives of 
Canada 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 


Schedule 1 — ADMINISTRATION 


Subject Group 


Information Services (cont'd) 


International Affairs and Relations 


Advertising 


Articles and manuscripts 


Biographies 


Books and publications 


Exhibits, exhibitions and 
fairs 


Inquiries, queries and 
requests from the public 


Lectures and lecturers 


Motion pictures, films 
and slides 


Newspapers, newsletters 
and magazines 


Photographs and 
photography 


Posters 


Press clippings 
Press releases 


Radio and television 
broadcasts 


General, commissions, 
missions, pacts and 
treaties 


Newspaper, radio, television, etc 


Policy 
Routine 


For publicity and information 
purposes 


See Books and Publications 
Where an institution has a major 


exhibit project, e.g., abroad and has 


prime responsibility for the exhibit 


Other 


For photographs, publications, etc. 


Speeches and addresses, 
arrangements for speakers, 
invitations, etc. 


Correspondence, scripts, etc. 
Policy 
Routine 
Individual films, etc. 


Including subscriptions 


Other than requests for 


Preparation and printing 


Arrangements and preparation of 
scripts 


Routine 


Retention Period 
and Remarks 


5 years A-2, D-3 
2 years 


1 year after the article, 
etc. appears 


2 years after employee 
leaves the institution 
Before disposal consult 
the Public Archives of 
Canada 


2 years after completion 
Before disposal consult 
the Public Archives of 
Canada 


1 year 


6 months or return 
original request to the 
sender attached to the 
publication 


1 year 


5 years A-2, D-3 
2 years 


2 years after production 
or cancellation of the film 


1 year 


2 years 

Before disposal consult 
the Public Archives of 
Canada 


1 year after printing 
Before disposal consult 
the Public Archives of 
Canada 


1 year 


2 years 

Before disposal consult 
the Public Archives of 
Canada 


2 years 

Before disposal consult 
the Public Archives of 
Canada 


1 year 


5 years A-2, D-3 

Before disposal consult 
the Public Archives of 
Canada 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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Subject Group 


—___ tH 


Inventions, Patents and Copyrights 


Investigations 


Legal Matters (not legal documents) 


Library Services 


Licences, Passes and Permits 


Mail and Postal Services 


Subject 


General 


General 


Routine correspondence 


Decisions, rulings and 
opinions 


Powers of Attorney, 
Commissions of Office 
such as Notaries-Public, 
etc. 


Administration 


Books and publications 


Newspapers and 
periodicals 


Recordings 
Slides and filmstrips 
Licences and permits 


Passes 


General 


Mailing addresses and 
lists 


Registers and 
registration 


Description 


Retention Period 
and Remarks 


Acquiring of patent rights, patent 
licences and assignments, 
permission to use copyright material 


Policy 
Routine 
Patented 


Rejected 
Fire, loss, theft, financial, legal, etc. 
Major 


Minor 


Policy 
Routine 


Procurement and requests 
Subscriptions 


Policy 
Routine 


Specific licences and permits issued 
to or by institutions 


Parking applications and permits 
issued to or by institutions 


Admission privileges 


Bulk payment system, liaison with 
Canada Post Corporation, etc. 


Policy 
Routine 


Registers of freight, express, mail, 
telegrams, receipts, institutional and 
Canada Post Corporation mail 
registration forms, etc. 


5 years A-2, D-3 
2 years 

3 years after 
expiry of patent 
3 years 


5 years A-2, D-3 

Before disposal consult 
the Public Archives of 
Canada 


2 years 
2 years 


5 years after superseded 
or obsolete A-2, D-3 
Before disposal consult 
the Public Archives of 
Canada 


1 year after expiry or 
obsolete 


5 years A-2, D-3 
1 year 


2 years 
1 year 


2 years 

2 years 

5 years A-2, D-3 

1 year 

1 year after expiry or 
obsolete 

2 years after permit 
expires 


6 months after expiry or 
obsolete 


5 years A-2, D-3 
2 years 


6 months or when 
superseded or converted 
to machine operations 


1 year 


b All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 


Schedule 1 —- ADMINISTRATION 


ae (ae ee 


Correspondence on time Policy 5 years A-2, D-3 
studies, procedural Routine 2 years 
analysis, process and 
flow charts, office 
surveys, management 
information systems, 
performance 
measurement systems, 
program evaluations, etc. 


Reports of a major nature 5 years A-2, D-3 
Before disposal consult 
the Public Archives of 


Retention Period 
and Remarks 


Subject Group 


Management Services 


Canada 
Office Services General and internal 
office procedures and 
services, including Policy 5 years A-2, D-3 
information processing Routine 1 year 
Drafting services Policy 5 years A-2, D-3 
Routine 2 years 
Individual drafting items 1 year after drafting is 
completed 
Duplication and Policy 5 years A-2, D-3 
reproduction services Routine 2 years 
Requisitions 6 months 
Secretarial and 1 year 
stenographic services 
Word processing, typing 1 year 
and transcribing services 
Organization Policies, procedures, functions, 5 years A-2, D-3 
responsibilities, boundaries, etc. Before disposal consult 
the Public Archives of 
Canada 
Routine 2 years 
Parliament Inquiries Tabled material, returns to 5 years A-2, D-3 
addresses, orders for returns, etc. Before disposal consult 
the Public Archives of 
Canada 
Royal Commissions Commission documents Transfer to the Public 


Archives of Canada after 
completion of the work 
of the commission 


Institutional records 5 years after the 
completion of the work of 
the commission A-2, D-3 
Before disposal consult 
the Public Archives of 
Canada 


Other commissions Ministerial level, institutions, etc. 5 years A-2, D-3 
Before disposal consult 
the Public Archives of 


Canada 
Plans and Programs Policy 5 years A-2, D-3 
Routine 2 years 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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Schedule 1 - ADMINISTRATION 


S) Subject 


ubject Group 


Politics 


Records Management 


Regulations 


Reports and Statistics 


_—_____—_j—_— 


Description 


= 


Retention Period 
and Remarks 


Elections 


General 
Automation 
Disposal and scheduling 


Disposal and scheduling 
authorities 


Indices and registers 


Micrographics 


Acts and legislation see 
Acts and Legislation 


Administrative see 
Circulars, Directives and 
Orders 


General 


See under the specific 
subject(s) of the report, 
as well as below 


Annual (departmental) 
report 


Other reports 


Federal, provincial and other 
governmental organizations, 
including ballot papers, election 
accounts, policy re. elections, etc. 

Policy 

Routine 

Policy 

Routine 

Policy 

Routine 
Treasury Board Minutes, Public 
Archives of Canada authorities, 
attached records schedules and lists 
of individual files destroyed in the 
case of submissions with no 
continuing authority 


Authorities 


Lists and indices of files destroyed 


Policy 
Routine 


Policy 
Routine 


Drafts, supporting documentation 
and correspondence 


Weekly, monthly, etc., of a routine 
nature 


Post reports from abroad 


Retain records of 
previous election only 


5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years 


Until superseded or 
amended 


10 years after files 
destroyed, transfer to 
Historical Resources 
Branch, Public Archives 
of Canada 


Before disposal, consult 
the Public Archives of 
Canada 


5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years 


1 year after publication of 
report 

Before disposal consult 
the Public Archives of 
Canada 


3 years or when 
superseded by a 
cumulated report 


For institutions primarily 
concerned 

3 years 

Before disposal consult 
the Public Archives of 
Canada 


Other institutions 
1 year or when 
superseded or obsolete 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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Subject Group 


Secretarial and Stenographic 
Services 


Security 


Translation Services 


Transportation/Travel 


See Office Services 
General 
Breaches 


Clearances and reliability 
checks 


Communications 


Identification methods 


Industrial 


Information 


Physical 


Regulations and orders 


Reports and returns 
Subversive activities 


General 


Baggage 


Effects — property and 
goods 


Freight and express 


Policy 
Routine 


Personnel 
Policy 
Routine 


Individual files 


Visits and visitors 


Policy 
Routine 


Fingerprinting, ‘l” cards and passes 


Policy 
Routine 


Individual cases 


Policy 
Routine 


Exchange and release 


Policy 
Routine 


Buildings, contingency planning, 


equipment, grounds, guards, etc. 


Policy 
Routine 


Inspections, surveys, etc. 
Sabotage, espionage, etc. 


Correspondence relating to and 
requisitions for 


Air, rail, road and water 
Policy 


Routine (arrangements for tickets, 


passage, fares and tariffs, etc.) 
Lost, damaged or unclaimed 
Air, rail, road and water 


Policy 
Routine 


Air, rail, road and water 
Routine 


Rates, tariffs, schedules, etc. 


Retention Period 
and Remarks 


5 years A-2, D-3 
2 years 


6 months 


5 years A-2, D-3 
2 years 


2 years after employee 
leaves the institution for 
which the clearance was 
done 


1 year 


5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years 


2 years after expiry 


5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years, or 1 year after 
requirement ceases 


When superseded or 
revoked 


5 years A-2, D-3 


5 years A-2, D-3 

Before disposal consult 
the Public Archives of 
Canada 


1 year 


5 years A-2, D-3 
1 year 


1 year 


5 years A-2, D-3 
1 year 


1 year 


When superseded or 
revoked 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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Subject Group 


Subject 


Description 


Retention Period 
and Remarks 


Transportation/Travel (cont'd) 


Visits, Tours and Itineraries 


Word Processing, Typing and 
Transcribing Services 
(See Office Services) 


Hotel reservations 


Motor vehicles 


Personnel 


General 


Routine itineraries 


Royalty, Heads of State, 


and other dignitaries 


+ 


telegrams, etc. 


and taxi services 


Policy 
Routine 


Air, rail, road and water 


Policy 
Routine 


Policy 
Routine 


Confirmations, reservations 


Government owned, privately owned 


6 months 


5 years A-2, D-3 
1 year 


5 years A-2, D-3 

1 year 

5 years A-2, D-3 

1 year 

6 months 

1 year after the visit 
Before disposal consult 


the Public Archives of 
Canada 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada 


Schedule 2 - BUILDINGS AND PROPERTIES 


Schedule 2 covers records related to the 
acquisition, use and disposal of land 
and premises by government institutions 
while meeting their accommodation re- 
quirements. Accommodations are ac- 
quired through the purchase or rental of 
existing lands and buildings or through 
the construction of new facilities. 


Accommodations are also allocated, 
renovated, maintained, serviced and 
when no longer required, are disposed 
of by sale, by transfer or by terminating 
leases. Records relating to the installa- 
tion of major utility services such as 
plants for heating and lighting, tele- 
communications, water and sewage, 
etc., are also contained in this schedule. 


The Department of Public Works has 
government-wide responsibilities in this 
area. Their records, as primary records, 
are scheduled separately. Other govern- 
ment institutions with similar statutory 
authorities are required to submit rec- 
ords retention and disposal schedules 
for approval. 
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Schedule 2 - BUILDINGS AND PROPERTIES 


er 2 —. Retention Period 
Subject Group | Subject Description and Remarks 
= | be ——E a 
General Miscellaneous and routine matters 
not covered in this schedule 
Policy 5 years A-2, D-3 
Routine 2 years 
Accommodation | General Current and future planning and 
requirements; plans for expansion 
| allocation of space, offers of space, 
| etc 
Reports and statistics Monthly, weekly, status, etc 3 years 
Accounting and Inventories Real property Policy 5 years A-2, D-3 
inventories, property Routine 2 years 
record cards, etc 
Buildings General Policy 5 years A-2, D-3 
Routine 2 years 


Acquisition through 
lease, purchase, rental or 
transfer 


Addresses and locations 


Alterations and repairs 


Construction 
— General 


— Arrangements and 
consultant services 


— Cancelled projects 
Damages 


Disposal 


General correspondence on policy 
regulations, offers of buildings for 
lease, purchase or rentals 
investigations of buildings, reports, 
etc., excluding legal documents 


Policy 
Routine 


Minor — under $1,000 


Major — over $1,000 


Requirements, preliminary 
discussions and investigations 


Tenders; discussions with architects, 
contractors and suppliers about 
costs, building materials, 
subcontractors, completion dates, 
progress reports, etc.; inspection 
and takeover 


General correspondence and reports 
of the investigation into the damage 
(where claims are involved see 
Finance Schedule 4, Claims) 


Minor — under $1,000 
Major — over $1,000 
Sale, transfer, expiry of lease, etc., 


excluding legal documents 
Routine 


5 years A-2, D-3 
2 years 


When superseded or 
obsolete 


1 year after completion or 
cancellation 


3 years after completion 
or cancellation 


5 years after completion 
of structure A-2, D-3 
Before disposal consult 
the Public Archives of 
Canada 


3 years after takeover 
Before disposal consult 
the Public Archives of 
Canada 


2 years after cancellation 


1 year of investigation 
completed 


3 years after investigation 
completed 


3 years after sale 
transfer or expiry of lease 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 


2-2 


> 


Schedule 2 - BUILDINGS AND PROPERTIES 


Subject Group 


Buildings (cont'd) 


Lands 


Elevator services 
Energy conservation 


Fires, fire prevention and 
protection 


Legal documents 


Maintenance 


Plans and specifications 


Protection 


See also Administration- 
Emergency Planning 
Scheduie 1 


Signage 
General 


Acquisition through 
lease, rental, purchase, 
or transfer 


Retention Period 
and Remarks 


Routine 1 year 


Policy 
Routine 


Regulations, fire drills, precautions, 
automatic sprinkler and alarm 
systems, etc. 


Policy 
Routine 


Reports — major fires 


Reports — minor fires 


Purchase, transfer, sale, etc. 


Lease, rental, concessions 


Cleaning and janitorial services, 
redecorating, etc. 


Actual construction plans and 
specifications 


Government owned 


Leased 


Routine correspondence — for minor 
structure worth less than $5,000 


Routine correspondence — for others 
worth more than $5,000 


From fall-out, nuclear blast, warning 
devices (sirens), preventive 
measures and control of minor floods 


Policy 
Routine 
Policy 
Routine 

Offers, investigation of sites, surveys, 

etc., excluding legal documents 
Policy 
Routine 


5 years A-2, D-3 
2 years 


5 years A-2, D-3 

2 years 

5 years A-2, D-3 

Before disposal consult 
the Public Archives of 
Canada for selective 
retention 

2 years after report is 
made to the Dominion 
Fire Commissioner 
Original documents are 
transferred to new owner 
Institutional copies are 
retained until of no further 
value 

Before disposal consult 
the Public Archives of 
Canada 


3 years after termination 
1 year 


Submit for retention and 
disposal authority when 
obsolete 


Submit for retention and 
disposal authority when 
obsolete 


1 year 
3 years 


3 years 


5 years A-2, D-3 
2 years 
5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 


Schedule 2 - BUILDINGS AND PROPERTIES 


Description 


Grading of land, farming of land, 
reforestation, etc. 


Policy 
Routine 


Sales, transfer, expiry of lease, etc.., 
excluding legal documents 


Retention Period 


Subject Group and Remarks 


Lands (cont'd) Development 


5 years A-2, D-3 
2 years 


Disposal 


3 years after sale, 
transfer or expiry of lease 


2 years 


Routine correspondence 


Ditching and drainage 


Excavation 2 years 
Fencing 2 years 
Flood control Preventive measures and control of 3 years 
minor floods 
For floods of a major 
nature see Administration 
— Emergency Planning 
Schedule 1 
Historical sites and 5 years A-2, D-3 
monuments Transfer to the Public 
Archives of Canada 
Landscaping and 2 years 
gardening 
Legal documents Purchase, sale and transfer Original documents are 
transferred to new owner 
Institutional copies are 
retained until of no further 
value 
Before disposal consult 
the Public Archives of 
Canada 
Lease, rental, rights of way, 3 years after termination 
easements and concessions 
Lettings and Rights of way, easements, leases, 
concessions concessions, etc., for Crown-owned 
lands by private corporations or 
persons; or privately-owned lands by 
the Crown, excluding legal 
documents 
Routine 3 years after expiry of the 
correspondence right involved 
Before disposal consult 
the Public Archives of 
Canada 
Parking areas 2 years 
Recreation areas 2 years 
Roads, streets, sidewalks | Including snow removal 2 years 
and highways 
Trespassing Policy 5 years A-2, D-3 
Routine 2 years 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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Schedule 2 - BUILDINGS AND PROPERTIES 


Subject Group 


Utilities 


Subject 


General 


Air conditioning and 
ventilation; refrigeration 
systems 


Garbage disposal 
Gas 


Hydro power 


Lighting 


Description 
Policy 
Routine 


Policy 
Routine 


Actual construction plans and 
specifications: 


Government owned 


Leased 


Policy 
Routine 


Actual construction plans and 
specifications: 


Government owned 


Leased 


Installation 


Policy 
Routine 


Actual construction plans and 
specifications: 


Government owned 


Leased 


Installation 


Policy 
Routine 


Actual construction plans and 
specifications: 


Government owned 


Leased 


Installation 


——_—— 


Retention Period 
and Remarks 


5 years A-2, D-3 
2 years 
5 years A-2, D-3 
2 years 


Submit for retention and 
disposal authority when 
obsolete 


2 years after obsolete or 
expiry/cancellation of 
lease 


2 years 


5 years A-2, D-3 
2 years 


Submit for retention and 
disposal authority when 
obsolete 


2 years after obsolete or 
expiry/cancellation of 
lease 


2 years after installation 


5 years A-2, D-3 
2 years 


Submit for retention and 
disposal authority when 
obsolete 


2 years after obsolete or 
expiry/cancellation of 
lease 


2 years after installation 


5 years A-2, D-3 
2 years 


Submit for retention and 
disposal authority when 
obsolete 


2 years after obsolete or 
expiry/cancellation of 
lease 


2 years after installation 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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Schedule 2 - BUILDINGS AND PROPERTIES 


Subject Group 


Utilities (cont'd) Plumbing and heating 


Telecommunications 
systems 


Water and sewage 


Subject Description 


Policy 
Routine 


Actual construction plans and 
specifications: 


Government owned 


Leased 


Installation 


Policy 
Routine 


Actual construction plans and 
specifications: 


Government owned 


Leased 


Installation 


Policy 
Routine 


Actual construction plans and 
specifications: 


Government owned 


Leased 


Installation 


Retention Period 
and Remarks 


5 years A-2, D-3 
2 years 


Submit for retention and 
disposal authority when 
obsolete 


2 years after obsolete or 
expiry/cancellation of 
lease 


2 years after installation 


5 years A-2, D-3 
2 years 


Submit for retention and 
disposal authority when 
obsolete 


2 years after obsolete or 
expiry/cancellation of 
lease 


2 years after installation 


5 years A-2, D-3 
2 years 


Submit for retention and 
disposal authority when 
obsolete 


2 years after obsolete or 
expiry/cancellation of 
lease 


2 years after installation 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 


Schedule 3 - EQUIPMENT AND SUPPLIES 


Schedule 3 documents the functions of 
requisitioning, procuring, issuing, main- 
taining and repairing equipment and 
supplies, keeping inventories, and ar- 
ranging disposal or “write-off” of any 
obsolete or surplus materials. 


This schedule deals with the official 
records used by the procurement group 
of the Materiel Management function 

of each institution, not with the many 
duplicate records retained by other 
branches, divisions or sections for their 
own current reference convenience. 
Where such duplicates exist, they may 
be destroyed without any specific 
authority as soon as the requirement for 
them ceases (Introduction — Item F). 
However, certain records such as the 
contract or the claim must be retained 
for a longer period. This occurs mainly 
for payment and fulfilment purposes or 
from non-fulfilment of the contract, or 
from an accident to which representa- 
tives of the Crown were parties. These 
types of records belong in the Finance 
Schedule. 


The retention period for most of the 
items in this schedule is short. Once an 
institution has secured the goods or 
services desired, it has little further 
administrative interest in the record and 
seldom refers to it. Thereafter, the record 
itself becomes basically a financial or 
legal tool, of interest as part of the 
payment process to the financial func- 
tion in the institution. After the financial 
and accounting aspects have been 
completed the record should be 
destroyed. 


The Department of Supply and ‘Services, 
as acommon service agency, is respon- 
sible for acquiring and providing goods 
and related services for government 
institutions. Therefore some duplication 
is inevitable between the records main- 
tained by government institutions and 
those of the Department of Supply and 
Services. 
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Schedule 3 - EQUIPMENT AND SUPPLIES 


Subject Group 


General 


Accounting and Inventories 


Aircraft 


Arms and Armament 


Audio-Visual Equipment 


Automation 
(See Electronic Data Processing) 


Aviation Supplies 


Badges, Emblems, Crests, Flags, 
etc. 
(See also Administration Schedule 1) 


Building Materials 


Catalogues, Manuals and Price Lists 


Clothing 


Condemnation and Destruction 
(See Disposal and Surplus) 


Disposal and Surplus 


Individual aircraft 


Inspection 


Procurement 


Procurement, purchase 
and issue 


Procurement, purchase 
and issue 


Procurement, purchase 
and issue of lumber, 
hardware, etc. 


Procurement, purchase 
and issue of clothing, 
uniforms, smocks, etc.; 
cleaning and laundering 


General 


Condemnation and 
destruction 


Write-offs 


Subject Description 


Miscellaneous and routine matters 
not covered in this schedule 


Policy 
Routine 


For stocktaking, issue, transfer and 
disposal of equipment 


Policy 
Routine 


Weapons of all types 


Policy 
Routine 


Policy 
Routine 


Policy 
Routine 


Policy 
Routine 


Policy 
Routine 


Policy 
Routine 


Supply and records of issue 


Dress regulations, change of 
uniforms, etc. 


Retention Period 
and Remarks 


5 years A-2, D-3 
2 years 


1 year after superseded 
or obsolete 

5 years after disposal of 
aircraft A-2, D-3 

Before disposal consult 
the Public Archives of 
Canada 

1 year after last 
inspection 

5 years A-2, D-3 

2 years 


5 years A-2, D-3 
2 years 
5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years 
5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years 


When superseded or 
obsolete 

5 years A-2, D-3 

2 years 


3 years 

5 years A-2, D-3 

Before disposal consult 
the Public Archives of 
Canada 


1 year after surplus 
declaration to Disposal 
Operations, Supply and 
Services Canada 


1 year after disposal 


1 year after disposal 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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Subject Group 


Drawings and Specifications 


Educational 


Electronic Data Processing 


Foods 
Forms 


Fuels 


Furniture and Furnishings 


Issue 

Labelling 

Loans 

Local Purchase Order 

(See Procurement) 
Maintenance and Repairs 
Manufacture and Production 
Material Management 


Medical Supplies and Drugs 


Micrographics Equipment 


Subject 


Procurement, purchase 

and issue of educational 
and training equipment 

and supplies 


Procurement, purchase 
and Issue of computers, 
magnetic disks, drums, 
ic. 


Procurement, purchase 
and issue of food items 


Procurement and issue of 
forms 


Procurement, 
performance, supply, 
etc., of heating and 
motor fuels, natural gas, 
oils and lubricants, etc. 


Procurement, purchase 
and issue of household 
and office furniture and 
furnishings; beds and 
bedding, chairs, 
chesterfields, records 
storage equipment, 
drapes and venetian 
blinds, wall furnishings, 
etc. 


General and scales of 
issue 


Cataloguing and 
identification 


Of equipment and 
supplies 


General 


Procurement, purchase 
and issues 


Procurement, purchase 
and issue of film, 
readers, cameras, 
processors, etc. 


Description 
Policy 
Routine 


Individual drawings and 
specifications 
Policy 
Routine 


Policy 
Routine 


Policy 
Routine 


Policy 
Routine 


Policy 
Routine 


Policy 
Routine 


Policy 
Routine 
Policy 
Routine 
Policy 
Routine 
Policy 
Routine 


Retention Period 
and Remarks 


5 years A-2, D-3 

2 years 

When superseded or 
obsolete 

5 years A-2, D-3 

2 years 


5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years 


1 year 


5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years 


When superseded or 
obsolete 


1 year after return or 
disposal of equipment 


2 years, or 1 year after 
disposal of equipment 
5 years A-2, D-3 

2 years 

5 years A-2, D-3 

2 years 

5 years A-2, D-3 

2 years 

5 years A-2, D-3 

2 years 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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Subject Group 
Office Equipment 


Photocopying and Duplicating 
Equipment 


Prices 
(See Catalogues, Materials and Price 
Lists) 


Procurement 


Requisitions 
(See Procurement) 


Sales 
Ships 


Standing Offer Agreements 


Stationery 


Surplus 
(See Disposal and Surplus) 


Procurement and 
purchase of typewriters, 
calculating machines, 
tape recorders, word 
processors, etc 


Procurement, purchase 
or rental of photocopiers 
and duplicators 


General 


Contracts, contract 
demands, purchase 
orders, tenders, progress 
reports, etc. 


Local purchase orders 


Requisitions 


Large 


Small 


Ocean-going, ice- 
breakers, etc. 


Commodities or services 
available to government 
institutions including the 
names of contractors, 
their addresses, and 
dates on which the offer 
expires 


Procurement, purchase 
and issues of stationery 
items, such as paper, 
hand punches, address 
cards and other small 
office items 


Pee Se eee 


Minor-under $1,000 per item 
Major — over $1,000 per item 


Policy 
Routine 


Policy 
Routine 


Authorities, invoices, Notes of Credit, 


etc. 


Powered launches, inspection, 
research, patrol and specialized 
vessels, barges, tugs, etc. 


Canoes and small boats 


Includes drydocks 


Policy 


Individual agreements 


Retention Period 


and Remarks 


2 years 
5 years A-2, D-3 
5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years 


3 years after all action is 
completed 


1 fiscal year 


1 year after requisition 
filled 


1 year after sale 


5 years after disposal of 
vessel A-2, D-3 

Before disposal consult 
the Public Archives of 
Canada 


1 year after disposal of 
vessel 


5 years after disposal of 
vessel A-2, D-3 

Before disposal consult 
the Public Archives of 
Canada 


5 years A-2, D-3 


When offer expires 
1 year 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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Subject Group 


Technical Equipment 
(Other than those types already 


listed) 


Vehicles 


Write-offs 


(See Disposal and Surplus) 


Subject 


Description 


General 


General 


Individual 


Accidents see 
Administration Schedule 
a] 


Registration and licences 


T 


Airport equipment, firefighting 
apparatus, heating plants, hospital 
and medical equipment, life-saving 
equipment, navigational aids, 
scientific equipment, 
telecommunications equipment, 
ships’ instruments, etc. 


Minor-under $1,000 per item 
Major — over $1,000 per item 


Routine correspondence, 
maintenance and repairs, operating 
instructions, procurement, etc. 


Log books, disposal of vehicle, etc. 


Retention Period 


and Remarks 
pil snes 


2 years 

5 years A-2, D-3 

Before disposal of items 
over $5,000 consult the 
Public Archives of 
Canada 


3 years 


1 year after disposal of 
vehicle 


When superseded or 
obsolete 


») All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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Schedule 4 — FINANCE 


Schedule 4 deals with the official finan- 
cial records used by the Financial 
Branch of each institution, not with any 
duplicate financial documentation re- 
tained by other branches, divisions, etc., 
of the same institution for their own 
current reference convenience. Where 
such duplicate financial records exist, 
they should be considered to be and 
treated as duplicate copies of the orig- 
inal official records as discussed in the 
Introduction. Therefore, they may be 
destroyed without the requirement for a 
specific authority as soon as the need 
for their retention ceases. 


The records covered by this schedule 
reflect the receipt, control and expendi- 
ture of public funds, and the institutions’ 
activities exercised over these functions. 
The schedule includes such records 

as: accounts payable, accounts receiv- 
able, allotments, appropriations and dis- 
bursements, audits and auditing, 
claims, contracts, debts to and of the 
Crown, estimates, expense accounts, 
funds, grants, imprest accounts, bank- 
ing operations, petty cash, financial 
ledgers and registers, cheque and 
cheque lists, and all types of pay 
matters as financial documentation. 


The schedule includes salary and wage 
matters required by and from a person- 
nel management viewpoint. It does not 
include the procurement of equipment 
and supplies operations, which will be 
found in the Equipment and Supplies 
Schedule. However, it does cover the 
financial records of payments arising 
from the purchase of such equipment 
and supplies. 


This schedule shall be regarded by the 
Department of Supply and Services as 
both a housekeeping schedule and an 
operational schedule for financial 
records. 


Note: Where appropriate, the retention 
periods are in numbers of completed 
fiscal years over and above the current 
fiscal year. For the instances shown in 
months, the retention periods are for the 
number of months from the date of the 
creation of the records. 
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Schedule 4 — FINANCE _ 


Pas ar ts 


Retention Period 


Subject Group and Remarks 


General Miscellaneous Subjects not shown elsewhere in the 
schedule 
Policy 6 years A-2, D-4 
Routine 2 years 
Accounts and Accounting General Appropriations, disbursements, etc. 
Procedures and Policy | 6 years A-2, D-4 
Routine 2 years 
Ledgers and registers 
see Ledgers and 
Registers 
Statements see 
Statements 
Suspense including After transfer to the appropriate 1 fiscal year 
ledgers account 
Accounts Payable General Policy 6 years A-2, D-4 
(Expenditures) Routine 2 years 
Invoices, vouchers 
— Commercial firms, 6 fiscal years A-2, D-4 
hospitals, suppliers, 
etc. 
Ledgers and registers Expenditures: 
Imprest account 6 fiscal years A-2, D-4 
Services rendered to the | Advisory, professional, technical, 6 fiscal years A-2, D-4 
institution etc., €.g., consultants, doctors, 
lawyers, nurses, etc. 
Services to other 6 fiscal years A-2, D-4 
institutions 
Statements 
see Statements — 
Accounts Payable and 
Receivable 
Utilities Light, power, telephone, telegraph, 6 fiscal years A-2, D-4 
ClC: 
Vouchers (all) Abstracts, bills of lading, cheque 6 fiscal years A-2, D-4 
requisitions, contracts, credits to 
advances, facings, imprest accounts, 
progress payments, purchase orders 
and requisitions including local, 
refunds, removal and travel claims, 
travel warrants, etc. 
Accounts Receivable (Revenues) General Policy 6 years A-2, D-4 
Routine 2 years 
Credit notes and refunds |For return of goods and containers, 6 fiscal years A-2, D-4 
Elie: 
Ledgers and registers Including refund: Refund and 6 fiscal years A-2, D-4 
drawbacks ledgers 
Statements 


see Statements — 
Accounts Payable and 
Receivable 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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Schedule 4 — FINANCE 


7 
Subject Group Subject 


Description 


Accounts Receivable (cont'd) Vouchers (all) 


Agreements and Arrangements General 


Federal-provincial 


Individual 

Allotments General 
Ledgers and registers 
Vouchers 

Allowances General 


Entertainment 


Ledgers and registers 
Audits and Auditing General 


Internal audits 


External audits 


Banks and Banking General 


Exchange rate sheets 


Statements (and 
reconciliations) 


Vouchers 
Bonding Of employees 
Budgets General 

Individual 
Cash Accounting General 


Ledgers and registers 


Retention Period 
and Remarks 


Bills, credits, official receipts, receipt 
forms, sales slips, etc., from all 
sources, including accounts 
recoverable from concessions, 
claims, fees, rentals, etc. 


Policy 
Routine 


Including ledgers 


Policy 
Routine 


Transfers between primaries 


Educational, foreign service, 
marriage, northern and Isolated post, 
risk, subsistence, terminal, etc. 


Policy 
Routine 


Family allowance and war veterans 
allowance 


Policy 
Routine 


Permanent file 
Other audit files 


Contracts, contributions, cost and 
special 


Policy 
Routine 


Bank of Canada 
Imprest Accounts 


Cheque Redemption Control Division 


Receipts, copies of transfers of 
funds, etc. 


Policy 
Routine 


Institutional 
Branch or Division 


Policy 
Routine 


Cash Blotters, Cash 
Books, Cash Summaries, Receipts, 
Registers and Wharfage Books 


Cash control records 


6 fiscal years A-2, D-4 


6 years A-2, D-4 
2 years 


6 fiscal years A-2, D-4 
Before disposal consult 
the Public Archives of 
Canada 


6 years and/or 1 year 
after expiry or obsolete 


6 years A-2, D-4 
2 years 


6 fiscal years A-2, D-4 
6 fiscal years A-2, D-4 


6 years A-2, D-4 
2 years 


1 fiscal year 
6 fiscal years A-2, D-4 


6 years A-2, D-4 
2 years 


5 years A-2, D-4 
3 years 
6 years A-2, D-4 


6 years A-2, D-4 
2 years 


1 fiscal year 
6 fiscal years A-2, D-4 


1 fiscal year 
1 fiscal year 


2 years 


6 years A-2, D-4 
2 years 


6 fiscal years A-2, D-4 
2 fiscal years 


6 years A-2, D-4 
2 years 


6 fiscal years A-2, D-4 


1 fiscal year 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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Subject Group 


Cheques 


Claims 


Coding 


Contracts 


Credit 
(See Accounts Receivable) 


Duties and Tariffs 


General 


Actual cheques paid 
(i.e., cashed) 


Abstracts 


Bank statements and 
reconciliation 


Election warrants 


Lists and transcripts (all) 


Lost 

Pay see Pay — Lists 
Receipts for 
Registers 


Requisitions 
see Accounts Payable — 
Vouchers 


Returned 


Transcripts 
Vouchers 
General 


Individual claim files 
whether settled or 
deemed to be 
uncollectible 


General 


General 


Individual contract files 


Ledgers and registers 


General 


Customs, excise, 
exports, imports and 
forms 


Routine 
Including like instruments 


Attached to supporting vouchers 
Other copies 
Imprest banking accounts 


General lists 


Cancelled cheques 
Deposited to bank accounts 


Returned cheques 
— subsequently cancelled 
— subsequently paid 


Statutory declarations 


Undeliverable 


Returned 
By and against the Crown 


Policy 
Routine 


Case files resulting in recovery of 
debts to and against the Crown 
finalized or authorized to be deleted 
or transferred to an inactive account 
receivable 


Case files re. purchases, rentals, 
services, etc. 


Policy 
Routine 


ein ae ea 


Policy 

Routine 
Agreements, acceptances of tender, 
ei! 

Policy 

Routine 


Retention Period 
and Remarks 

2 years 

6 years A-2, D-4 


6 fiscal years A-2, D-4 
1 fiscal year 
6 fiscal years A-2, D-4 


6 fiscal years A-2, D-4 
6 fiscal years A-2, D-4 
1 fiscal year 
1 fiscal year 


1 fiscal year 
6 fiscal years A-2, D-4 


2 fiscal years 


1 fiscal year 
6 fiscal years A-2, D-4 


Cancel after 6 months; 
then destroy after 6 years 


6 fiscal years A-2, D-4 
1 fiscal year 


6 years A-2, D-4 
2 years 


6 years after all action 
complete A-2, D-4 


6 years A-2, D-4 
2 years 


6 years A-2, D-4 
2 years 


6 years after completion 
and non-renewal A-2, D-4 


6 fiscal years A-2, D-4 


6 years A-2, D-4 
2 years 


2 years 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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Schedule 4 - FINANCE 


Subject Group 


Encumbrances 


Estimates 


Fees 


Financial Administration 


Funds 


Grants and Contributions 


Imprest Accounts 


Insurance 


Ledgers and Registers 
(See also under Ledgers and 
Registers by the subject group) 


Subject 


General 


Adjustments 
Individual F.E.s 
Ledgers and registers 
Transfers 

General 


Individual 


General 


Individual 
see Accounts Payable 


Policies, systems and 
procedures 


General correspondence 


Ledgers and registers 
see Ledgers and 
Registers 


Non-Public 


Schools 
General 


Individual grants 


Ledgers and registers 
see Accounts Payable — 
Ledgers 


Vouchers 
see Accounts Payable — 
Vouchers 


General 


General ledgers 
Specific by name 


Accounts payable see 
Accounts Payable 


Accounts receivable 


see Accounts Receivable 


Description 


Policy 
Routine 


Sub-allotment 


Policy 
Routine 


Institutional 
Branch or Division 


Consultant, professional, etc. 
services 


Policy 
Routine 


Policy 
Routine 


Policy 
Routine 


Policy 
Flower, gift, etc. 
Routine 


Policy 
Routine 


Policy 
Routine 


Case files 
Routine 
Operational 


Policy 
Routine 


Not shown elsewhere 


Retention Period 
and Remarks 


6 years A-2, D-4 
2 years 

1 fiscal year 

1 fiscal year 

1 fiscal year 

1 fiscal year 


6 years A-2, D-4 
2 years 


6 fiscal years A-2, D-4 
2 fiscal years 


6 years A-2, D-4 
2 years 


6 years A-2, D-4 
2 years 


6 years A-2, D-4 
2 years 


6 years A-2, D-4 


2 years 
6 years A-2, D-4 
2 years 


6 years A-2, D-4 
2 years 


6 fiscal years after final 
payment A-2, D-4 


Submit for disposal 
authority 


6 years A-2, D-4 
2 years 


6 fiscal years A-2, D-4 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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Schedule 4 — FINANCE 


Subject Group 


Ledgers and Registers (cont'd) 


Subject 


Allowance see 
Allowances 


Cash see Cash 
Accounting 


Contract see Contracts 


Encumbrance see 
Encumbrances 


Expenditure see 
Accounts Payable 
Ledgers 


Family allowance see 
Allowances 


Federal-Provincial see 
Agreements 


Imprest account see 
Accounts Payable 


Journal vouchers see 
Vouchers 


Postage see Postage 
Accounts 


Refund: Refund and 


Receivable 


Allotment see Allotments 


drawbacks see Accounts 


Description 


Canadian Pension Commission 


Central control of the Government of 
Canada 


Eskimo loan 
Establishment 


Fishermen's Indemnity Fund 


Harbour dues 
Holdback 


Indian land sales and timber sales 
Indian savings and trust funds 


Invoice 


Legal payments made record 
Loans and advances to employees 
Loans and investments 

Old age security 

Open accounts 


RCAF treasury accounts cards 


Security deposit 
Soldier settlement (W.W.1.) 


Retention Period 
and Remarks 


6 fiscal years A-2, D-4 


10 years A-2, D-8 and 
transfer to Public 
Archives 


6 fiscal years A-2, D-4 
6 fiscal years A-2, D-4 


Submit for retention and 
disposal authority 


6 fiscal years A-2, D-4 
6 fiscal years A-2, D-4 


Submit for retention and 
disposal authority 


Submit for retention and 
disposal authority 


1 fiscal year 


1 fiscal year 

3 fiscal years 

6 fiscal years A-2, D-4 
6 fiscal years A-2, D-4 
6 fiscal years A-2, D-4 


6 fiscal years A-2, D-4 


6 fiscal years A-2, D-4 
6 fiscal years A-2, D-4 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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Schedule 4 — FINANCE 


Subject Group 


Ledgers and Registers (cont'd) 


Multi-Year 
Operational Plans 


Pay 
(See also Personnel Schedule 5) 


Subject 


Suspense see Accounts 
and Accounting — 
Suspense 


Travel advance see 
Trave 


War veterans’ allowance 
see Allowances 


General 


Individual 


Accounts 


Allowances and 
deductions 


Assigned pay 
Canada Savings Bonds 
Cards 


Death benefit 
see Accounts Payable — 
Vouchers 


Files 


Income tax 


4-7 


Description 


Treasury Bills 


Trust 
Veterans’ benefit 


Detailed plan for monitoring and 
controlling allocation of resources 
within planning frame-work 

Policy 

Routine 


Institutional 


Branch or Division 


Retirement fund 
(individual) 


Superannuation opening balances 
January 1, 1954 


RCMP authorization forms 


Documentation 
Pledges 
Earnings records 


Complete pay record of employee 
service for classified, casual, locally 
engaged, part-time, prevailing rate, 
seasonal, sessional employees 


Annuitants ledger 


Annuitants 


Service records, benefit 
authorizations, life certificates and 
deduction notices (terminated files) 


T.4s and TP.4s 


Retention Period 
and Remarks 


Submit for retentior 
disposal authority 


6 fiscal years A-2, D-4 
6 fiscal years A-2, D-4 


6 years A-2, D-4 
2 years 


6 fiscal years A-2, D-4 
2 fiscal years 


2 years after death 
provided all estate 
matters settled 


Submit for retention and 
disposal authority 


6 fiscal years A-2, D-4 


6 fiscal years A-2, D-4 
2 fiscal years 


Destroy at age 70 or 2 
years after death 
provided 2 years have 
elapsed since the last 
administrative action on 
the file 


2 years after cessation of 
payment to the annuitant 
or heirs provided no 
action pending or 
anticipated 


3 fiscal years 


6 fiscal years A-2, D-4 


: All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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ae ae a 


Lists Deduction remittance 2 fiscal years 


Retention Period 


Subject Group and Remarks 


Pay (cont'd) 


Paylists — 

Annuitant deduction 2 fiscal years 

Cheque lists detailing salary cheques | 6 fiscal years A-2, D-4 
for: 


a) Classified employees (including 
living allowances) 


b) Casual, prevailing rates, etc. 
employees (where full earnings 
records cards are maintained) 


c) Where earnings records cards 54 years from the date of 
either do NOT exist or do NOT the pay period 
contain all the information required 
Deduction 2 fiscal years 
Superannuation and pension 6 fiscal years A-2, D-4 
payment cheque lists 

Pay input forms 2 fiscal years 

Payroll time summaries, 6 fiscal years A-2, D-4 

controls and deduction 

authorizations 

Pension Locally engaged employees Destroy at age 70 or 2 


years after death 
provided 2 years have 
elapsed since the last 
administrative action on 
the file 


Refund Individual Destroy at age 70 or 2 
years after death 
provided 2 years have 
elapsed since the last 
administrative action on 


file 
Salary warrants 6 fiscal years A-2, D-4 
Statements Annuitants earnings records 2 fiscal years 
Cash gratuity 6 fiscal years A-2, D-4 
Salaries 6 fiscal years A-2, D-4 
Petty Cash 2 fiscal years 
Postage Accounts General Including bulk payment system 
Policy 6 years A-2, D-4 
Routine 2 years 
Ledgers and registers Daily records and advance accounts | 1 fiscal year 
Receipts General For goods and services received, 1 fiscal year 
letters of acknowledgement, lists, 
routine individual receipts, etc. 
Refunds 


(See Accounts Payable — Vouchers 
and Accounts Receivable — Credit 
Notes and Accounts Receivable — 
Ledgers) 


Registers 
(See Ledgers and Registers and by 
the subject group) 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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Subject Group 


Regulations and Orders 


Revenue 
(See Accounts Receivable) 


Signing Authority 


Statements, Summaries, Reports and 
Statistics 


Taxes 


Travel 


Vouchers 


General 


General 


Accounting 
miscellaneous 


Accounts payable and 
receivable (expenditures 
and revenues) 


Bank see Banks 
Pay see Pay 


Federal, provincial 
municipal, other than 
income tax 


Individual accounts 
see Accounts Payable 
and Accounts 
Receivable 


General 


Expense claims 
Individual 


Ledgers and registers 


Accounts payable 
see Accounts Payable 


Accounts Receivable 
see Accounts Receivable 


Bank see Banks 


Cheque see under 
Cheques — Abstracts 
— Vouchers 


Description 


Retention Period 
and Remarks 


Policy 
Routine 


Individual payments 


Policy 
Routine 


Lists and signatures cards 


Not otherwise provided for herein — 
Daily, monthly, 
quarterly, 

Yearly 


Published in the Public Accounts 


Listings by vote, primary, sub- 
allotment, financial encumbrance, or 
establishment; 


Monthly 
Yearly 


Amusement, property, sales taxes, 
Elie. 


Policy 
Routine 


Allocations, expenditures, etc. 


Policy 
Routine 


Advances, requisitions, warrants, etc. 
re. mileage, relocation, travel, etc. 


Travel advance 


Interdepartment settlement advice 
Journal and journal registers 


Security deposit 
release forms 


Stores issue 


6 years A-2, D-4 
2 years 


6 fiscal years A-2, D-4 


6 years A-2, D-4 
2 years 


When superseded 


1 fiscal year 
6 fiscal years A-2, D-4 


2 fiscal years 


3 fiscal years 
6 fiscal years A-2, D-4 


6 years A-2, D-4 
2 years 


6 years A-2, D-4 
2 years 


6 fiscal years A-2, D-4 


6 fiscal years A-2, D-4 


6 fiscal years 
6 fiscal years A-2, D-4 
1 fiscal year 


2 fiscal years 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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Schedule 5 — PERSONNEL 


Schedule 5 provides for the disposition 
of administrative records generated by 
government institutions while adminis- 
tering responsibilities related to person- 
nel management in the federal Public 
Service. In general these records in- 
clude such subject areas as personnel 
records, appeals and investigations, 
appointments, discipline, health and 
safety, hours of work and leave, human 
resource planning, official languages, 
staffing and working conditions. The 
retention requirements for individual pay 
records are stated in Schedule 4 — 
Finance. 


This schedule deals with the official 
Employee Personnel Record used by 
the Personnel Branch of government 
institutions and not with duplicate rec- 
ords retained by other branches, divi- 
sions, etc., for current reference conven- 
ience. Where such duplicates exist, they 
may be destroyed without any specific 
authority (as noted in the Introduction) 
as soon as the requirement for them 
ceases. 


The Public Service Commission and the 
Treasury Board have primary authority in 
the field of personnel management. In 
this field too, other central and common 
service agencies have been assigned 
major responsibilities. This schedule 
does not include the records of these 
institutions. 


This schedule can also apply to the 
service and employment related records 
for members of the Canadian Forces 
and the Royal Canadian Mounted 
Police. 
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Schedule 5 — PERSONNEL 


Subject Group 


General 


Accidents and Injuries 
(See Health and Safety) 


Accreditations and Credentials 


Affirmative Action 


Allowances 
(See Finance Schedule 4) 


Appeals 
(See Staff Relations) 


Appointments 


Attendance and Punctuality 


Bilingualism 
(See Official Languages) 


Classification 


Collective Bargaining 
(See Staff Relations) 


Competitions and Examinations 


Discipline 
(See Staff Relations Discipline) 


Equal employment 
opportunities programs 


Acting, permanent and 
term 


Honorary 


Challenges, conversion, 
audits and post audits, 
position analysis 
schedules, holding 
positions, delegation 
authority, etc. 


Recruiting see 
Employment and Staffing 


Retention Period 
Description and Remarks 
Miscellaneous and routine matters 
not covered in this schedule 
Policy 
Routine 


5 years A-2, D-3 
2 years 


Policy 
Routine 


Matters dealing with individuals of 
under-represented groups 


5 years A-2, D-3 
2 years 


Policy 
Routine 


5 years A-2, D-3 
2 years 


Reports and statistics 3 years 


Policy 5 years A-2, D-3 
Routine 2 years 
Policy 5 years A-2, D-3 
Routine 2 years 
Before disposal consult 
the Public Archives of 
Canada 
Policy 5 years A-2, D-3 
Routine 2 years 


Registers, reports, etc. 2 years after fiscal year 


expires 


Policy 5 years A-2, D-3 
Routine 2 years 
Position files 1 year after superseded 
or obsolete 
Policy 5 years A-2, D-3 
Routine 2 years 
Boards 2 years following expiry 


of the eligible list fora 
staffing action or last 
administrative use, 
whichever is later 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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Tr 


Subject Group 


Employee Assistance 


Employment and Staffing 
(See also Competitions and 
Examinations) 


Establishment 


Exchanges, Loans, Secondments 
and Attachments 


Grievances 
(See Staff Relations) 


Health and Safety 


Health and Safety 


Subject 


General 


Advertising of job 
openings 


Applications 
Programs 


Recruitment 


General 


Accidents and 
occupational injuries and 
illnesses 


First aid treatment 


Inspection, investigation 
and testing reports 


9-3 


Description 


Policy 
Routine 


Individual cases 


Policy 
Routine 


Co-operative programs with 
universities, colleges, etc., work 
experience, winter works, etc. 


Policy 
Routine 


Policy 
Routine 


Policy 
Routine 


Branch, Division, etc. 


Records concerning the 
administration of health and safety 
programs and arrangements for 
medical services 


Policy 
Routine 


Reports and correspondence related 
to compensation, injury-on-duty, etc. 


Regarding elevating devices, 
dangerous substances, confined 
spaces, protection equipment, 
hazardous occurrences, meetings 
and drills for emergency evacuation 
plans 


Airborne chemical agents 
Materiel handling equipment 


Motor vehicle operators’ daily record 
reports (where required) 


Boilers, pressure vessels, piping 
systems 


Retention Period 
and Remarks 


General Administration of the program 


5 years A-2, D-3 

2 years 

2 years after the date of 
most recent reference to 
employee assistance 

5 years A-2, D-3 

2 years 


1 year 


2 years 


5 years A-2, D-3 

2 years 

5 years A-2, D-3 

2 years 

5 years A-2, D-3 

2 years 

3 fiscal years 

3 years after loan or 
exchange of personnel 
ceases 


5 years A-2, D-3 

2 years 

Other institutions 

10 years providing 
Labour Canada or Health 
and Welfare Canada 
have original or copies of 
pertinent documents 

5 years A-2, D-3 


2 years after signing 
submission or test 


3 years after testing 
1 year after report signed 


1 year after being 
received 


10 years after inspection 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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Subject Group 


Health and Safety (cont'd) 


Honours and Awards 
(See also Incentive Award Programs) 


Hours of Work and Overtime 


Human Resource Planning 


Incentive Award Program 


Safety training and 
instruction 


Decorations, medals, 
investiture and 
outstanding achievement 


General 


Allocation, control, 
planning requirements 
and utilization 


Career management 


Inventories 


Performance reviews and 
employee appraisals 


Reports and statistics 


Suggestion, Merit and 
Long Service Awards 


Description 


Hazardous occurrences involving 
damage to boilers, pressure vessels, 
piping systems and elevating 
devices, rendering them 
unserviceable 


Regarding dangerous substances 


For emergency wardens 


Policy 
Routine 


Individual awards 


Overtime authorization, reports of 
overtime performed, flexible hours, 
time off, etc. 


Policy 
Routine 


Policy 
Routine 


Career assignment programs, 
administrative trainees, executive, 
etc. 


Policy 
Routine 
Matters dealing with individuals to be 


placed on the individual personnel 
file 


Personnel inventory system, 
Management Resource Information 
System (MRIS), etc. 


Policy 
Routine 


Individual positions 


Appraisals and reviews, evaluations, 
probationary and notice periods 


Policy 
Routine 


Individual appraisals 


Administration of the Incentive Award 
Plan 


Policy 
Routine 


Retention Period 
and Remarks 


10 years after 
occurrence 


2 years after requirement 
ceases 


2 years after training 


5 years A-2, D-3 
2 years 


3 years 

Before disposal consult 
the Public Archives of 
Canada 


3 years 
2 years 
5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years 


Until superseded or 
obsolete 


5 years A-2, D-3 

2 years 

10 years for employees 
in MRIS system 

3 years for all other 
employees 


3 years 


5 years A-2, D-3 
2 years 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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Retention Period 
Subject Group Subject Description and Remarks 
ele al ste 
Incentive Award Program (cont'd) Individual awards funded by the 6 years A-2, D-4 
institution 
Files affecting 
precedence must be 
transferred to the Public 
Archives of Canada upon 
expiry of the retention 
period 
Rejected suggestions and 2 years after last 
nominations administrative action 
Responses from institutions not 2 years after last 
directly responsible for funding administrative action 
Income Tax General Policy 5 years A-2, D-3 
Routine 2 years 
Statements of personal exemptions | 2 years 
and deductions, TD1s 
Inquiry Letters of 2 years 
Insurance Personal For public servants, members of the 


Leave and Holidays 


Oath of Allegiance and Office 


Official Languages 


Unemployment 


Annual, casual, furlough, 
maternity, overtime, 
retiring, sick, special and 
other types of leave 


Celebrations and 
holidays 


General 


Royal Canadian Mounted Police, and 
the Canadian Forces, including death 
benefit, hospital, life, medical, social 
security and other insurance 


Policy 
Routine 


Policy 
Routine 


Policy 
Routine 


Leave forms 


LEAVE APPLICATION FORMS 
SHOULD NOT BE FILED ON 
EMPLOYEE PERSONNEL FILES 


Government observance of 


Policy 

Routine 
Administration, policy guidelines, 
plans, etc. 

Policy 

Routine 


Position files 


Language examination exemption 
and training records to be placed on 
Employee Personnel file 


5 years A-2, D-3 
1 year 


5 years A-2, D-3 
1 year 


5 years 
1 year 


2 years after fiscal year 
expires 


1 year 


5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years 


1 year after superseded 
or obsolete 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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Schedule 5 — PERSONNEL 


Subject Group 


Official Languages (cont'd) 


Passports and Visas 


Personnel Files 


Promotions and Reclassifications 


Recruitment 
(See Employment and Staffing) 


Regulations and Directives 


Reports and Statistics 
Retirements and Separations 


Salaries and Wages 
(See also Finance Schedule 4) 


Language training see 
Training and 
Development 


General 


Personnel 


Pay 


Routine correspondence, 
applications, etc. 


Employees 


Policy 
Routine 


Including dismissals, lay-offs, 
resignations, retirements, etc. 


Policy 
Routine 


Matters dealing with individuals to be 
placed on the Employee Personnel 


file 


General salary matters, including: 
salary warrants, staff pay deductions, 
pay input forms, statutory increases 
and revisions, acting or responsibility 
pay, pay stoppages, garnishment, 


etc. 


Policy 
Routine 


Individual cases 


Actual certificates, warrants, etc. see 


Finance Schedule 4 — Pay 


Retention Period 
and Remarks 


Information concerning 
course enrollment, 
attendance, applications, 
qualifications, etc. 
Destroy 2 years after 
date of last 
documentation 


2 years 


Destroy at age 70 or 2 
years after death 
provided 2 years have 
elapsed since the last 
administrative action on 
the file 


Records are retained by 
the employing institution 
for the duration of 
employment plus one 
year and then transferred 
to the control of the PAC 


5 years A-2, D-3 
2 years 


When superseded or 
obsolete 


3 years 


5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years 


2 years after expiry of 
fiscal year or last use for 
an administrative 
purpose, whichever is 
later 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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Schedule 5 —- PERSONNEL 


Subject Group 


Salaries and Wages (cont'd) 


Scholarships, Fellowships, 
Bursaries, etc. 


Selection Standards 
Sports and Recreation 
Staff Relations 


Casuals and seasonals 


General 


Adjudication 


Anti-Discrimination 
complaints 


Appeals and grievances 


Collective agreements 


Description 


Retention Period 
and Remarks 


Earnings records cards see Finance 
Schedule 4 


Paylists see Finance Schedule 4 


Rates of pay, statements of hours 
worked, etc. 


Policy 
Routine 


Policy 
Routine 


Routine 


Employee-management relations and 
services; designated employees, 
strikes and work stoppages 


Policy 
Routine 


Administration of grievance 
adjudication established under the 
Public Services Staff Relations Act; 
Public Services Staff Relations Board 
decisions; arbitration tribunals 
relating to leave, discharge, 
dismissal, rates of pay, shift work, 
overtime, etc. 


Policy 
Routine 


Individual cases 


Individual cases 


Policies, methods and procedures for 
handling appeals, complaints and 
grievances of employees 


Policy 
Routine 


Individual cases 


Guidelines, interpretations; 
agreements by category 


Policy 
Routine 


Individual agreements 


5 years A-2, D-3 
2 years 
5 years A-2, D-3 
2 years 


2 years 
2 years 


5 years A-2, D-3 
2 years 


For institutions other than 
Treasury Board, Public 
Service Staff Relations 
Board and Public Service 
Commission 


5 years A-2, D-3 
2 years 


3 years after decision 
made or case withdrawn 
Before disposal consult 
the Public Archives of 
Canada 


2 years after last use for 
an administrative 
purpose 


5 years A-2, D-3 
2 years 


3 years after appeal or 
grievance 


5 years A-2, D-3 
2 years 


1 year after expiry of 
agreement 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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Schedule 5 — PERSONNEL 


Subject Group 


Staff Relations (cont'd) Conflict of interest 


Discipline 


Managerial and 
confidential exclusions 


Personal harassment 


Union relations 


Studies, Surveys and Systems Personnel management 
surveys, studies and 


systems 


ree eee aay 


Guidelines, disclosures, 
investigations, etc. 


Policy 
Routine 


Individual cases 


Misconduct, intoxication, misuse of 
government property, etc. 


Policy 
Routine 


Individual cases, including 


documentation related to disciplinary 


action 


Casual, part time, managerial and 
confidential exclusions from 
collective bargaining agreements, 
etc. 


Policy 
Routine 


Matters dealing with complaints of 
personal harassment 


Policy 
Routine 


Individual cases 


Use of employer's facilities, union 
dues, etc. 


Policy 
Routine 


Policy 
Routine 


Individual studies 


Retention Period 


and Remarks 


5 years A-2, D-3 
2 years 


Retained by employing 
institution for duration 
of employment plus 2 
years after which the 
records are destroyed 


5 years A-2, D-3 
2 years 


Destroy after 2 years 
have elapsed since the 
disciplinary action was 
taken provided that no 
further disciplinary action 
has been recorded 
during this period 

OR 
Time limit as stated in 
any applicable 
agreement 


5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years 


2 years following the date 
of most recent 
administrative activity 


5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years 


3 years after study has 
ceased or has been 
implemented 

Before disposal consult 
the Public Archives of 
Canada 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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Schedule 5 — PERSONNEL 


Subject Group 


> 


Subject 


Superannuation 


Training and Development 


Transfers and Postings 


Working Conditions 


| Description 


General 


Courses 


Language 


Policy 
Routine 


Matters dealing with individuals to be 
placed on the Employee Personnel 
file 

Administration of training functions 
and activities, training schedules, 
directives, plans, rotational training, 
orientation, etc. 


Policy 
Routine 


Training courses in-house and 
outside, reports, etc. 


Policy 
Routine 


Language training and training 
courses, nominations for language 
training, language knowledge 
assessment, testing and 
examinations, etc. 


Policy 
Routine 
Policy 
Routine 
Matters dealing with individuals to be 


placed on the Employee Personnel 
file 


Sanitation, heating, lighting, etc. 


Retention Period 
and Remarks 


$$ 


5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years 


5 years A-2, D-3 
2 years 


2 years 


All policy records as defined in paragraph B3 of the Introduction must be referred to the Public Archives of Canada. 
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SP STAMENIS ser eee nee eee one. 
— Transfers of Funds- 
See Banks-Vouchers ............ 
= VOUCIICUS Hen aeene ee teen 


BARGAINING: See Staff 
RelatORS Sau vies ee eevee Ener, 


BARGES: See Equipment- 
Sl ailetsr Ez [(@eueeine She. savant oceae 


BED(S)(ING): See Furniture ......... 


BENEFITS: 
— Annuitants-See Pay-Lists ........ 
— Collective Agreements — See Staff 
Relations-Collective 
AGKECINEMISt eat ss cae eed tins 
— Death-See Insurance ............ 
— Payments-See Pay-Death ..... 
— Veterans’ — See Ledgers- 
SPECHICT Ma: ck omgyedeeree teat ronion 


BICULTURALISM: Use Cultures and 
CUSTOMS! ae cox. conse MnO 


BILINGUALISM: See Official 
LAN OWACCS errr ink | eee: 


BIEES: 
— Accounts-See AP-Vouchers 

and AR-Vouchers ................ 
— Bill Lading-See AP-Vouchers ..... 
— Legislation-See Acts ............. 
— Treasury-See Ledgers-Specific 


BINDERS: 
— Machine Run-Use Statements- 
APS AR eae cere oe Ie 


BIOGRAPHIES: See Information 
SEIVIGESHE Nt: Sudan pianos ve su 


BLASTS: See Building-Protection 
BLINDS: See Furniture ........... we; 


BLOOD DONOR CLINICS: 
See CamoalGnSu epiiacs at stecene « 


BLOTTERS: 
— Cash-See Cash 
Accounting-Ledgers ............. 


BOARDS: 
— Committees-See Committees .... 
— Competitions-See Competitions .. 
— Inquiry-See Boards of ........... 
— Personnel-Use 
COMOCUUOMS mee ante 
=F ANC DISGIDIME. sect cces 


BOATS#SEC SIDS na. a weaeeais 
BOND(S)(ING): 
— Canada Savings-See 
CampPalcnsmee ee wee ee ee 
— Pledges-See Pay ............: 
= EMPIOVECS somes S-eatacminys ae 


BOOKS: 
SSGENnetall soccer Tee 
— Cash-General-See Cash 
Accounting-Ledgers ............. 
— Attachments-Use Cash 
Accounting-Ledgers .......... 
— Ledgers-See Cash 
ACCOUMUMC) Bae fem eee ise 
— Information Services-See 
BOOKS reer sinks ticels ohio ete rete 3 
— Library-See Library Services ..... 
— Revenue-Use Cash Accounting- 
LOdGGIS teat tonekee ad: etcetera 
= Fohips-WSeSniIbS =, seers sc eeee 
— Vehicle Log-See Vehicles ........ 
— Wharfage-See Cash Accounting- 
5G GETS Akt iacke UES Seer twos 


BOUNDARIES: See Organization 
BREACHES: See Security ........... 
BRIERING Scere etn heen sot 


BROADCASTS: 

— Advertising-See Information 
SENICES amas Stet ste, andi” 27%, 

— Radio-See Information Services .. 

— Television-See Information 
SEIMGES= RACi Ome iter eeeoe be 


BROCHURES: See Corporations .... 
BWSR Tone oer Ware caetts oes aes Aa 


BUILDINGS: 
= & GOMOAl asin ats aaa 
= SACCOMIMOCANON sae: cane sae 
= PACGUISITION Meese ae cae on 
= AGGIESSCSISS tea oe re ee 
SE AiGrallonSwee Me aeee eee ne 
IC ONSITUICTION® are cae tee ere cs 
— Contracts-Use Buildings- 
GOnistructiony \ aoe eee ee a 
== AMIAGeStae a pom e ce sore tere eee aes 
— Directories-Use Addresses ...... 
=" DISHOSA eee cetera ete 


sgh retin (cont'd): 

Elevator Services 
— Fires-General .. eee ie- 

— Protection-See = ae 
— LegalDocuments ............... 
— Locations-See Addresses ....... 
— Maintenance 
— Materials-See Buildings ......... 
— Passes-See Security ............. 
— Plans 
— Protection-General .............. 

— Fires-See Fires ............... 
— Repairs-See Alterations .......... 
— Security-See Security-Physical ... 
= SIGNGGS "5. aoa tastes she Raines ae 
— Space-See Accommodation ..... 
— Specifications-See Plans ........ 


BURSARIES: See Scholarships ..... 


& Schedule 


CABINET(S): 
— Directives-See Acts .............. 
— Filing-See Furniture .............. 


CARS ERIAG  asecrct and annertae man 


CALCULATORS: See Office 
EGUID GIGI. aR hs. sretabere ao Ben on 


CAMERAS: See Microfilming and 
PHOOGIADMICm an aente tee ec: 


CAMPAIGNS: 
== \GONEPaIP Eee. dae tA at eee 
— Advertising-See Employment 
— Canada Savings Bonds- 
See Campaigns, . 0 vecn oe emer 
— Pledges-See Pay ............. 
— Chatitables | tate ancetine iecas aah 
— United Way-See Campaigns- 
Ol gietihicle) aan eae wid ON 


CANADA SAVINGS BONDS: 
— General-See Campaigns ........ 
— Pledges-See Pay .......<..%-m.- 


CANADIAN PENSION COMMISSION: 
— Ledgers-See Ledgers-Specific 


CANCELLED CHEQUES: 

— Lists-General-See Cheques- 
LIStSW ee neer cs cerca tee eee 

— Lists-Returned-See Cheques-List- 
Returned-Subsequently 
Cancohear nt ec aten eee Stee ae 


CANOES: See Ships-Small 
CANTEENS: Use Cafeterias ........ 
CANVASSING: See Campaigns 


— 

Address-See Stationery 
— Annuitants Pay Ledger- 

See Pay: Cands: Gc seusacas 
— Earnings Records-Financial- 

See Pay-Catds« 27. <a ceaitonencs 
— Greeting-See Appreciation ...... 
— Identification-See Security ....... 
— Imprest Bank-Use AP-Ledgers ... 


CARDS (cont'd): 
— Inventory-Use Equipment- 
ACCOUNTING Ser c= ete sn eee ee 
— Pension Ledger- 
Use Ledders-CPG. . ..us -seauteee cs 
— Property Record-See 
ACCOURINIGT nem erterente tose hts eo). 


CAREER MANAGEMENT: See 
Human Resource Planning ...... 


CARS Use VERiGIGS. vo saikece. owes. 


CASH: 
=. AGCOUMUNG ins cancsne emcee amen, 
— Blotters-See Cash Accounting- 
LGU OEIS act adie cents ante et aie 
— Books-See Cash Accounting- 
Fe [ala eet oy teaneh tine WRT st tee 
— Attachments-Use Cash 
Accounting-Ledgers .......... 
— Revenue-Use Cash 
Accounting-Ledgers .......... 
— Control Records-See Cash 
Accounting-Ledgers ............. 
— Gratuity Statements-See Pay- 
SlAtGMeniSs ac thaeeaeavecen ne oad 
— Petty-See Petty Cash ............ 
— Sheets-Use Cash Accounting- 
ESCOSIS # er came, vets kate 
— Summaries Receipts Registers- 
See Cash Accounting-Ledgers 


CASUAL: 
— Earnings Records Cards-Financial 
and Personnel-See Pay Cards 
— Employment-See Employment ... 
— Exclusions-See Staff Relations- 
Managerial os ewroseaicks reais 
— Leave-See Leave ..........0..05. 
— Pay-Financial-See 
Pay-CandS- Fists aaemem ac wer cate: 
— Personnel-See 
Salaries and Wages ............. 


CATALOGUING: 
= SHE GUIDIMCM i scktma- ate ees area 
— Library-See Library .............. 


CATERING: See Cafeterias ......... 


CELEBRATIONS: 
— General-See Ceremonies ........ 
— Government Observance- 

SEC L:GaVOM Ache ke aes 
— Holiday Greetings- 

se Appreciation’ oases: oeaad.: 


CEREMONIES 5 game cea een: 


CERTIFICATES: 

— Mail Contractors-Use Contracts- 
AGTEEMeNIS  ricioes es aes ou arni te 
— Personnel-See Salaries ....... 


CHAIRS: See Furniture ............. 


CHALLENGES: 
— Classification-See 
Classiiicationte:scue snore eames 


CHANNELS OF COMMUNICATION: 
See Correspondence 
Management si aeiaces ss Seats so - 


CHARITY: See Campaigns ......... 
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CHARTS: 
— Flow-See Management 
SOMIEGS 6 ohi.cn see ee 
— Organization-Use Organization 
— Procedural-Use Management 
SOrVviGOSateencn08 Fee eee ee es 


sdk eon 

Gornetals ..ks ieesevars sere 
= Abstracts =.ten ee meta 2 ea 
= J ACtHal Paid! . Biece eee eer en re it 
— Bank Deposited- 

See Cheques-Lists .............. 
— Cancelled-See Cheques-Lists 
— Cashed-See Cheques- 

Actiial Paden orete rem es ween 
= Election Warrants, ecreees oe et 
— Imprest-Use Banks-Statements .. 
— Issue-Analysis-Use Statements- 

Accounting Miscellaneous ....... 

— Recapitulation-Use 

Gheques= WISIS® wae. .mee asetets « 
— Requisitions-See AP- 

VOUCHERS RS dornenay eerie ae a ke 
— Special-Use Cheques-Lists ... 

=. iLists-Genenralittern: ctetemadaen eee: 
= Cancelled: aca eee ieee 

— Daily Runs-Use Cheques- 

LiSiS Core es eee re eee. 
=. Deposited met. a cneere cn ei ias 
— Pay-Financial-See Pay-Lists .. 
— Personnel-See Pay-Lists ...... 
= (Retuinectt.= anc ie sees). 
— Superannuation-See Pay- 

GS ea ee Cee ye ne 
— Unclaimed-Use Cheques-Lists 

Returned-Cancelled .......... 
==: | [NOSE Sao eae i Use Sena eta 
— Pay-Financial-See Pay-Lists ..... 

— Personnel-See Pay-Lists ...... 
=" RECEIDIS: sonst, azkecrs ee tne 
==. REGISISISpT eae d ee aan 
— Requisitions-See AP-Vouchers ... 
— Returned-Lists- 

See CheGgues-TistS. = ce awsenenca's 

— Undeliverable ................ 
— Runs-Daily-Use Cheques-Lists ... 

— IBM Source-Use Statements- 

ARIS AR Sah: oatmeal hes 
— OSummary- 

Use Cheques-Lists ........... 
== TAITATISClIDT SSN aan acre een Seen, 
— Unclaimed-Lists-Use Cheques- 

Lists-Returned Cancelled ........ 
— Unclaimed-Undeliverable-Use 

Cheques Returned .............. 
— Undeliverable-See Cheques- 

Returned’ s...can peracetic 
— Vouchers-Returned .............. 
— Warrants-Election-See 

Cheques-Election ............... 


CHESTERFIELDS: See Furniture 


CIPHERS: See Communications- 
Godes. 5,2). ae ee 


CIVIL: COMMISSIONS: CONGRATULATIONS: See 
— Aid to Civil Power-See Emergency — General-Use Committees ........ 1 Appreciationy =... cost nae ere 
Planning-Demonstrations ........ 1 — International-See International ... 1 
% — Defence-See — Investigations-Use cease Lt th LEDGER: Use 
Emergency Planning ............ 1 Investigations ................08. 1 Ne ee eos 
CLAIMS: — Of Office-See Legal Matters ..... CONSTRUCTION: 
General — Royal- See Parliament ........... General-See Buildings- 


— Accident 


— By the Crown 
— Damage-Use AP-Vouchers 
— Paid-Use AP-Vouchers 


— Progress-See AP-Vouchers ...... 


— Relocation-See AP-Vouchers and 


— Againstthe Crown ............... 
— Agents-Use AP-Vouchers ........ 


COMMITMENT: 


COMMITTEES: 


Allotment-Use Allotments- 
IMCUGEIS Seer et ae eee ae 


COMMODITIES: See Standing Offer 


AGTCCINCUUS mere ei nen reser a 


COMMUNICATIONS: 


SOMSUMCIO Meee: seer eet ae: 
Arrangements-See Buildings- 
ISORISTIOCHON beerecstn ste ete ree oe 
Consultant Services-See Buildings- 
CONSIUCUCH meen sete ter cee 
Contracts-Use Buildings- 

TS OMSTUIG TOM ona yy eee vs ete rte as 
Plans-See Buildings-Plans ....... 
Specifications-See Buildings- 


Travel-Expense Claims .......... MERA eo Pu eee, = Sedna. «1 pai e reine Cs 
— Travel-See AP-Vouchers and — Channels of-See Correspondence — Tenders-See Buildings- 
Nea e dU AS a Pepe a Management ..... 00. .esee eens COnstiCHOn aware Oro oumatenars 


CLASSIFICATION: 
— Expenditures-Use Statements- 


Accounting Miscellaneous ....... 


— Personnel 
— Reclassification-See 


PRMCMMOMMOINS! acenooetioodenacaa aes: 
— Security-Use Security ............ 


CLASSIFIED EMPLOYEES: 
— Earnings Records-Financial- 


See Pay-Cardsat.e ame 
— Personnel-See Pay Cards ..... 
— Employment-Use Employment ... 


COMMUNITY CHEST: Use Campaigns- 
{ 


Installations-See Utilities ......... 
Security-See Security ............ 


Ghatitablen.72 ee Oe eee. 


COMPANIES: 


General-See Corporations ....... 
Accounts-Use Accounts 

PAW a Caen ie ibe eR aorcen aca ter las 
Contracts-Use Contracts ........ 


COMPENSATION: See Health and 


Satety-ACciGents: Geryimtee neni: 


CONSULTANTS: 


COnSHUCHTON: maser eee rete: 
Employment-Use Employment ... 
Fees-See Fees 


CONTINGENT ACCOUNTS: 


WSE;AP\VOUGHErS ae cee poceeues « 


CONTRACT(S): 


General ta. aa ee er 
Accounts-See AP-Vouchers and 
CORIACISE eee te ree ee eee 


~ Paylists-Financial-See Pay-Lists .. COMPETITIONS... PONhs. _ Building-Use Buildings- 
— Personnel-See Pay-Lists ...... Coneiticion 
COMPILATION: cto eeten ese aeerene es 
) hes Bees = WOOK SEC BOOKS atesceriidston yrverelts = ce a Equipment- 
_ lothing-See Clothing ........ Cpy epee ee da eee n ees 
— Services-See Building COMPLAINTS: — Equipment-See Equipment- 
Male R aOR: fe ase hres carteeree: p- “= EGSNetal ss ee haga eee 1 Procurementinze 38. aac vce de. 
— Personnel-See Staff Relations- — Ledgers-See Contracts- 
CLEARANCES: See Security ........ 1 Appeals-Anti-Discrimination ..... 5 Lederer. ees: : cone gen 
CLIPPINGS: See Information COMPUTERS: See Electronic Data — Sheeis-Use Contracts: 
Services-Press ...............05. 1 Processing vemac. ee ees 1 Ledgers «1.1... . sesso 
CLOTHING sine stan sae Te 3  — Procurementof ...............6. 3 CONTRACTORS: 


COATS OF ARMS: 


— General-See Badges ............ 


— Procurement, Purchases, Issue- 


Use Badges, Emblems .......... 


CODE(S)(ING): 
— Communications-See 


CommMUniCallonS aan aie en 


COLLECTIVE: 
— Agreements-See Staff Relations 


— Bargaining-See Staff Relations ... 


COLEEGES: 
— Co-operative Programs-See 


EMNDIOVIMEN teem ena be eet 


COLLISIONS: Use Accidents ....... 


COMMERCIAL FIRMS: 


CONCESSIONS: 


— Accounts-See AR-Vouchers ..... 
— Buildings-See Buildings-Legal ... 


— Lands-See Lands-Legal and 


— Buildings-See Buildings- 
COnSIUCTONS maa aaet ee ae 
— Deposits, Open Accounts- 
Use Ledgers-Open Accounts .... 
— Soil Certificates-Use 


CONDEMNATION: 


GULL CL Sem pyaar athe cra oct. ca = 


CONDITIONS: 


Terms of Employment-Use Staff 
Relations-Collective 

AQKESMeniS: cape eee etn 
WORKING CMe: otc. ice ena 7 


CONDOLENCES: See 


ADDICC ANON arene ene (een 


CONFERENCES: See Committees .. 
CONFIDENTIAL: 


Exclusions-See Staff Relations- 
Managerialaennsnenscumhers see 


CONFIRMATION: 


Hotel Reservations-See 


Contracts-Agreements ........... 
Standing Offer Agreements- 
See Standing Offer Agreements 


CONTRIBUTIONS: 


General-See Grants and 
(SOM OULION Same ee cee te Mert nae 


ela 5 ip 


Allotments-Use Allotments- 
CAGCISt et. ta ae eee 
Cash Records-See Cash- 
Accounting-Ledgers ............. 
Central Control Ledgers- 

See PCAGETS ere wate tect sea 
Flood-See Emergency Planning 
WISASTONS sows an ue neem terrae 


— General-Use Corporation ........ 1 - : — Flood-Buildings-See Buildings- 

— Accounts-See Accounts TranSPOrtalion +5. v2. se ..2.siaene, , PrOLCCHOR me aie tin ers eatomire ns ie, 
&) PAVAD ICE mee ne sume oor cane oot 4 CONFLICT OF INTEREST: See — Manpower-See Human Resource 

— Contracts-Use Contracts ........ = SlafRelationsara- eee sees > é Fanning General tees. 
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CONTROL(S) (cont'd): 
— Payment-Use 


Allotments-Ledgers .............. 4 
— Payroll-See Pay-Payroll .......... 4 
CONVERSION: 
— Classification-See 

GlassiiGautiinas cacy tx cntas ne eee 5 
CO-OPERATION AND LIAISONS: ... 1 
CO-OPERATIVE PROGRAMS: See 

Employment-Programs .......... 2, 
COPYRIGHTS: See Inventions ...... 1 
CORNERSTONES: 
— Laying of-See Ceremonies ....... 1 
CORPORATIONS: 
=o s(Qotierall: «faves uen een eee 1 
— Accounts-Use Accounts 

Payables: }eieaneien anes oe ere 4 
— Contracts-Use Contracts ........ 4 
CORRESPONDENCE 

MANAGEMENT: (75a y.2e.. 1 
COURSES: See Training ............ 5 
COURTS OF INQUIRY: 
— General-See Boards of .......... 1 
=- (DISGIDIING ssi .sica eee ae ces 5 
CREDENTIALS: See 

AGCFECIAHONS? 7. a Naa. <eeeeee 5 
CREDIT(S): 
— Advances-See AP-Vouchers ..... 4 
— Notes-See Accounts 

RESEIVADIE: «ccc \ucebeos enemnivas c 4 
CRESTS: 
— General-See Badges ............ 1 
— Procurement, Purchase, Issue- 

SOG BAdGCS <a necnen eee esos: 3 
CRIMINAL INVESTIGATIONS: 
= ‘Boardsiopinguity, as eos. .s. su 1 
= UINVESTIG SIONS ararece ace eee er 1 
CURIORES 3 i.e eter te ics i 
CUSTOMS: 
— General-See Cultures ............ 1 
— Excise-See Duties .....0.0...5... 4 
CYPHERS: See Communications- 

ISOS Seat etiam eee foarte tees 1 
D Schedule 
DAILY ROUTINE ORDERS: Use 

CN CULATS! ack Geltc non tae mene 1 
DAMAGE: 
— Buildings-See Buildings- 

DaIMNAGO Ls aca ssh Sa.aevcer caste eben 2 
— Claims-Use AP-Vouchers 

ane Clann), Sac ce oie oct eee a 4 
— To Public Property-See 

PCCIGRIES: Sieg. x eat eee ate 1 
DATA PROCESSING: See 

Electronic Data Processing ...... 1 


DEATH BENEFIT: 


— Insurance-See Insurance ........ 5 
— Payment-See Accounts Payable 

VOCUS: sacs dist nbacs a eenectees ee 4 
DEBTS: SOGACAITIS oo. cases sears 4 
DECISIONS: 
— Adjudication-See Staff 

RiclsUiele cin eae yee On ea Ee eee ‘S 
— Legal-See Legal Matters ......... 1 
DECLARATIONS: 
— Statutory re. Cheques-See 

CheGUES-UOStS sae, see ut ee 4 
DECORATING: See Building- 

Maintenance: ascetics een ctieees ch 2 
DECORATIONS: See Honours ...... 5 
DEDUCTIONS: 
— General (Personnel)-See 

Salaries 7a ee oe ee nck Oo 5 
— Annuitants-See Pay-Files 

ACL ISTS aie eeatenes cee een ROME: 4 
— Paylists-See Pay-Lists ........... 4 
— Payroll Authorizations-See Pay ... 4 
— RCMP Authorization Forms- 

See Pay-Allowances ............. 4 
— Remittance Lists-See Pay Lists ... 4 
DEFINITIONS: 


— Active Records ....... Introduction 

— Administrative 
RECOKUS ssa ee ee 

— Dormant Records 

— PaperRecords ....... 

— Personal Information .. 


— Policy Records 


Introduction 
Introduction 
Introduction 
Introduction 
Introduction 


= MOCO SM eae ernie Introduction 
— Records Schedules Introduction 
DELEGATION AUTHORITY: 
— Classification-See 

Glassificationius a... wae 5 
— Staffing-Use Employment ........ 5 
DEMONSTRATIONS: 
— General-See Emergency 

PIGMRNING Aeterna. 1 
— Exhibits-Use Information 

SORMICCS ise tran tae etd ee Rakes 1 
DENTAL SERVICES: See Health .... 5 
DEPARTMENTAL: 
— Circulars-See Circulars .......... | 
— Inventories-Use Accounting ..... 3 


— Investigations-Use 
Investigations 

— Speeches-See Information 
Services-Lectures ............... 1 


DEPENDANTS: 
— Evacuation-See Emergency 
Planning 


DEPOSIT(S): 

— Bank Slips-See Banks- 
VOU RGIS 5 acpais came ete anne Chiara! 5 4 

— Cheques-Lists Deposited-See 
CHECUES eect eas acre tae 4 

— Contractor Open Accounts-Use 
Ledgers-Open Accounts 
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DEPOSIT(S) (cont'd): 


— Security-See Vouchers ...... 4 
— Ledgers-See Ledgers- 
OPSCHIOY Gv vees: eT 4 
DESIGN: 
— Buildings-Use Buildings-Plans Ag 
— Forms-See Forms Management .. 1 


DESIGNATED EMPLOYEES: See Staff 


Relations-General .............. 5 
DESIGNATIONS: 
— Bilingual Positions-See 

Official Languages... gee... -t. 5 
DESTRUCTION: 
— Equipment-See Disposal ........ 3 
— Records-Use 

Records Management ........... 1 
DEVELOPMENT: 
— Land-See Lands-Development ... 2 
— Training-See Training and Human 

Resource Planning-Career ....... 5 
DIGNITARIES: See Visits ............ | 
DIRECTIVES: 
— Cabinet-See Acts ................ 1 
— Departmental-See Circulars ..... 1 
— Personnel-See Regulations and 

INFERS TAIYC)  eeecae <y een eevee 3 
DISASTERS: See 

Emergency Planning ............ 1 
DISBURSEMENT: See Accounts and 

AOCOUTIUNG eae Martane mean 4 
DISCIPLINE: 
— Staff-See Staff Relations ......... 5 
DISKS: See-Electronic Data 

PIOCESSINGIRN Seer ae comes Semen cons 3 
DISMISSALS: See Retirements and 

Staff Relations-Adjudication ...... 5 
DISPLAYS: Use Information 

SCMiICES-ExhiOliSs es «.ar.o ts aerea 1 
DISPOSAL: 
— Buildings-See Buildings ......... 2 
= EGU pmMeni, sat cct autora ater’ 3 
— Files-See Records 

ManaGeMmentantacwies:e.-n.anaucn. 1 

— Personnel-See ................ 5 
— Garbage-See Utilities ............ 2 
—_kands-See Lands™ sa0..0et0a use: 2 
— Records-See 

Records Management ........... 1 
= Ships-Use ShipSe. wecese- seers. S} 
— Vehicles-Use Vehicles ........... 3 
DISTRIBUTION: See Books ......... 1 
DITCHING: See Lands .............. 2 
DOCUMENT(S)(ATION): 
— Assigned Pay-See Pay ........... 4 
— Legal-See Building orLands ..... 2 
— Vouchers-Use AP-Vouchers ...... 4 
DONATIONS: See Gifts ............. 1 
DORMANT RECORDS: Introduction 
DOUKHOBORS: See Cultures ...... 1 


DRAFTING SERVICES: See Office 


SEIMICES irene Rae e ee. 1 
DRAINAGE: See Lands-Ditching .... 2 
DRAPES: See Furniture ............. 3 
DRAWBACK(S): 

— and Refund Ledgers-See 

(NRG AEGIS oe. go5edodsceberss 5, 4 
DRAWINGS: 

— Buildings-Use Buildings-Plans ... 2 
— LEGUIDIMENE sac lhe al een rd 3 
DRESS: See Clothing ............... 3 
DRILLS: 

— Fire-See Buildings-Fires ......... 2 
DRUGS: See Medical Supplies ..... 3 
DRUMS: See-Electronic Data 

PIOCESSIN Oana nen tee eee 3 
DRY DOCKS: See Ships-Ocean ..... 3 
DUES: 


— Harbour-See Ledgers-Specific .. 4 


DUPLICATION(ING): 
— Equipment-Purchase and 


FS INUGll ie Saerecatch act eat eed 2a 8} 
= RACCONOS  eeguwan heeeree Introduction 
— Services-See Office Services .... 1 
DWMES: 

— Personnel-Use Classification ..... By 
— farifis-See Duties 2. ..6..c000:-+a- 4 
E Schedule 
Ss Se ee 
EARNINGS: 

— Financial-See Pay-Cards 

AM CUEISISs eee tere eee ee eee) 4 
— Personnel-See Pay-Cards, 

Lists and Salaries ................ 4 


EASEMENTS: See Lands-Lettings .. 2 
EATING FACILITIES: See 


Calerenlas matte eee ae 1 
EDIINGSS6e Booksn eer 1 
EDP: See-Electronic Data 

PLOCESSING Mette antye reas 1&3 
EDUCATION: 

— Allowances-See Allowances ..... 4 
= JECQUIDMICI Aa tels atcrciciyo5 Seem eee 3 
— Tuition Fees-Use AP-Vouchers ... 4 
ERRE@IS: 

— Transportation-See 

iranSOOhtatio tea ne ee eee 1 
— Travel Expenses-See Travel ...... 4 


EFFICIENCY: See Human Resource 
Planning- Performance 


ADDIAIS alle. ceratecaccus oan Seen: 5 
ELECTION(S): 
— -Political-seelPoltics: Fuss .na--.. - 1 
— Warrants-See Cheques- 

EIECUOIW jo sact en San nee 4 
ELECTRICAL WORKS: Use 

UTS S ee oe eo Re Cea. 2 


BEEGIRICihY. 
— Accounts-Use AP-Utilities ........ 
— Installations-See Utilities ......... 


ELECTRONIC DATA PROCESSING: 
J KEENE el) = ht ele ae ae 


ELEVATOR SERVICES: See 
BUIGIMNGOSHs ines ee 


ELIGIBILITY: See Competitions ..... 


EMBLEMS: 

— General-See Badges ............ 

— Procurement and |ssue-See 
BAGdOCSI ay ene cavern cate: 


EMERGENCIES: See Emergency 
IPACUAI ATIC VG ewer et bes Ot ant dt ony eae ance 


EMERGENCY PLANNING: 
SSE Cina ip aes Se eee ee dee 
IVI DETENCEr. eae Sener te te eae 
ES RDemonsiratons ....ce ean oe: 
DISASTCISIe JU ee one 
= EVACUAIONM Seat ee eee. 
= Nationalesuivivaleene sseaaeets t.. 
iots-See Demonstrations ....... 


| 
O 


| 
25) 


=SASSISIANCe: Wek Bark. okra oo 
— Designated-See 

SUENNAIREEWONSY ..c..ge0uneh degause 
— Earnings Records-Financial- 

SceiPaysCarclsi ene sea cn etree 
— Earnings Records-Personnel- 

SEE WACO: (lee whan sce acen on: 
=» EAMOOMINNEINE ca asarry 10 Comdrenowownls 
— Loans-Ledgers-See Ledgers- 

SPCCIICS icon .> Hen eae oe ere ee 

— Personnel Abroad- 

WSCIAPEV OUCIECES: emcemarte ane 
— Management Relations-See Staff 

Relations-General ............... 

— Unions-See Staff Relations ....... 


EMPLOYERS: 
— Use of Facilities-See Staff 
Relations-Union Relations ....... 


EMPLOYMENT: 
a COMCI Ge presi cr en ec , 
= ACVENUSIN Giatrey. cee ecey eran. e: 
= AD ONCAUONS wa neq meee acon tees: 
— Consultants-Use Employment- 
GENK. yc: eee ae eke Pe ie 
SRE CHUTE mentee oer er kere rte 
— Seasonal-Use 
Employment-General ............ 
— Sessional-Use 
Employment-General ............ 
— Terms and Conditions-Use Staff 
Relations-Collective 
AGKeeinehnistrue Ao anette 


ENCUMBRANCES: 

SWC e pce eee hae, <u 

— WAGCIUSIMENS aoe her ere. 

— Cards-Use 
Encumbrances-General ......... 

Se liMellclbcll etn ee, ine. eee 

— te OEOCTS ae arte ence 
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ENCUMBRANCES (cont'd): 
— Listings-See Statements- 

AP GHA Riasswee nage sae ic fee 4 
— Runs-Use Statements-AP& AR .. 4 
— Sub-Allotment-See 

ENCUMDIANCES = sobs een see... 4 
— wi KANSTCL Sie onscmrecs ee: oes 4 


ENQUIRY: See Inquiry 
ENTERTAINMENT: 


— Allowances-See Allowances ..... 4 
— Funds-Use Allowances .......... 4 
= REtSONNSIN Rs. es eater eee. 5 
EQUAL EMPLOYMENT: See 

Affirmative Action ................ 5 
EQUIPMENT: 
= WGEHerali..-eaee. toes. ee ae: 
— Accidents-See Accidents ........ 1 
EACO OULTHIN GI Mine = recent er nae: 3 
— Address Cards-See Stationery ... 3 
= /G NiCralheas eae Saeco es cae ate 3 
— LArmament see. 2 ese vars ete 3 
= AITIS. Bernt: Meee Dea tten ee cams « v 3 
= AUISIO SUG aii sen enor 3 
= “AuUtOMmatlonitas: sane. a sana. S) 
— AV ICT Ol men orate ents tn ee ates: 8 
. BACGGS? 4 werk eter ote ae ener 3 
— Beds-See Furniture .............. 3 
— Building Materials ............... 3 
— Calculators-See Office 

ECUIDMEN Deere retire tenis alee 3 
— Cameras-See Microfilming 

ANIC NOLOGKA OMG) sen neers ae 3 
=-2 ‘Catalogues’ xe tnren sh asa tee 8 
— Cataloguing-See Labelling ....... 3 
=  Chairs=See, FU tUneaaa ass en 3 
= GIOUNDG -aeenek thetic cee Rene 3 
— Condemnatioin-See Disposal .... 3 
— Contracts-General- 

SEC PLOCUTEMENt Gee weeaeniees- 3 

— Demands-See Procurement .. 3 

— Financial-Use Contracts 

ana AP-VOWCKENSE sentrattaes 4 

— Destruction-See Disposal ........ 3 
=F) |SHOSAl Mike ach ponies oe 3 
=F DRAWINGS tka tasers eee Pc: 
Se UN CAUIIG Marc aereen tn. ema eG 3 
= ECUCA Oa Mere, Mert ment om ent an 8 
— Electronic Data Processing ...... 3 
— Emblems-See Badges .....:..... 3 
— Filing Cabinets-See Furniture .... 3 
— Film-See Microfilming 

ANG) PNOLOG KAD Gmuet lmmaisie 3 
— Flags-See Badges: ....... 6201-00 3 
PR ROOCSE ee sere dna me nr eae Sey. 3 
REO INS™ eet LOO GROOT TEA 3 
=) RU HMUKCAEUMMSIINGS maar setter « 3 
— Hand Punches-See Stationery ... 3 
— ldentification-See Cataloguing ... 3 
— Inventories-See Accounting ...... 3 
= Isstie=Generala tec. eee eus ee 

— Voucher-See Vouchers- 

SUES see eee eee as Moore as 2 4 

EE ADCIMGP tee noe sce Saar eas 3 
= SUCOANSA hie: aaah Rei Re 3 
= Maintenance: sc icermmdearviomas® - 3 
— Manuals-See Catalogues ........ 3 
ma MAnUTACIITS Ft ite tren toa Saree 3 


EQUIPMENT (cont’ at 

Medical 
- — Micrographic Sadie Skeet ee ae 
— Office Equipment ............... 
— Paper-See Stationery ............ 
— PRONCODVING Sx. 4.40 ehe eee ees 
= PROWOTEADNIC 5 ..snwa eS 
— Price Lists-See Catalogues ...... 
ase. PPOCUIOM IGM ha te tees a ote ae eet 
— Production-See Manufacture ..... 
— Purchases-General- 

See Procurement ................ 

— Financial-See AP and 

ROL GL IME Satin xi Cacia de » dais 

— Repairs-See Maintenance ....... 
=~ FREGUISHIONRS2).2 se as baer Beara tei 
ALC aela Ss rs AR Aen sein Ve Te a 
— Security-See Furniture ........... 

me. PAY SIGE massed, eats ch ea Pall 
— Specifications-See Drawings .... 
— Standing Offer Agreements ...... 
ee OLAUONGNY "ekas ome cei oe era 
— Surplus-See Disposal ............ 
— Tape Recorders-See Office 

EQUIDIMONL: 5 ano soos tee ee eee 
ELST INGE whckiirenis's 7-3 eRe ten a Res 
— Typewriters-See 

Office Equipment ................ 
= WV GHIGIOS ices Sere be, Sa ree 
— Vouchers-See Vouchers-Stores .. 
— Write-offs-See Disposal .......... 


ESKIMO LOAN LEDGERS: See 
Ledgers-Specitie *.. re na seeks 


ESPIONAGE: See Security- 
SUDVEFSIVG: ae ak ote een ee as ae, 


ESTABLISHMENT: 
=. General Sotto en ee 
— Ledgers-See Ledgers-Specific 
— Listings-See 
Statements-AP & AR ............. 
— Runs-Use Statements-AP & AR 
— Statements-See 
Statements-AP & AR 


ESTATE: 

— Indian Sheets-Use 
LGCGETS-INGIAN Ts -..: nce \edeckaes he 

— Retirement Fund-Use 
Pay-Accounts 


ESTIMATES: 

= General 6 aie oy eee 

— Forecasts-See Multi-Year 
Operational Plans ............... 


— Machine Runs-Use Statements- 
AP&R 


— Manpower-Use Establishments and 


Human Resource Planning 


EVACUATION: See Emergency 
Planning 


EVALUATION: See Human Resource 
Planning- Performance 
Appratsalot a ec atte eerie 


EXAMINATIONS: See 
Gompotitions=22..0020- eee 


EXCAVATIONS: See Lands ......... 


EXCHANGE: 

— Information-See Security- 
UTVTORTGIO LC aes carte oanhwas ce 

os PT ORTON ate al ec Wika tre Sole ns oo ecaceen 

— Rate Sheets-See Banks .......... 


EXCISE: See Duliag! fos. caivianers 


EXCLUSIONS: 
— Managerial and Confidential-See 
Staff Relations-Managerial ....... 


EXECUTIVES: 

— Career Development-See Human 
Resource Planning-Career 
Management. < arc. aaceteste cons 


EXERCISES: See Emergency 
PIANC ee ee mete ere eee cee: 


EXHIBIT(S)(IONS): See Information 
SCWiCES Sat et eran eee sete a 


EXPENDITURES: 

General-See AP. «x: ceiere roi 
= (ACCOLMISSSCE AR. noi aeaton eee: 
— Classification of-Use Statements- 

Accounting Miscellaneous ....... 
— Ledgers-See AP-Ledgers ........ 
— Listings-See Statements-AP & 

AR Seta acces Bees cay sete eae 
— Statements-See 

Statements-AP & AR ............. 
= Iravel-See travel rn. ecue eae. 


EXPENSE CLAIMS: See Travel ...... 


EXPERIENCE WORK PROGRAMS: See 


Employment-Programs .......... 


EXPLOSIVES: 
— Accidents-See Accidents ........ 


EXPORTS: See Duties. 42. ..2.225-:-. 


EXPRESS: See Transportation- 
Bic Gil there, Hes on ere een ae amen 


F Schedule 


FACINGS: See AP-Vouchers ........ 


FAIRS: See Information Services- 
Exhibits 2 eas, Some een 3 


FALL-OUT: See Buildings- 
PIOLCCUOMiabyen.o Pekin eer ees 


FAMILY ALLOWANCE: 
— Ledgers-See 
Allowances-Ledgers ............. 


FARES: See Transportation- 
GENEIal Ce ioutaaee seman anaes 


FARMING: 
— of Land-See Lands- 
DeVelopinenht® 7. .acak tees eae: 


FEDERAL: 
ACIS pate ade ee ae ter 
— Agreements-General ............ 
=e EIMATICO at encea a aeie eee os 
— Ledgers-See Agreements- 
FOGGKAl iyercche cute arora 
= CO-ODEPallON  causc- cc ees 
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FEDERAL (cont'd): 
— Elections-See Politics ...... 


= [dentiiy: PrOgranny sc %ustreoen nine 


— Legislation-See Acts ....... 


— Politics-See Politics .......... ‘ 
= jfaxes-See 1aKeS set dee ate aoe 


FEDERATIONS: See Associations ... 


=| =o) 
Accounts Individual-See AP- 


Services Rendered .............. 


— Consultants, etc. 
— TJuition-Individual-Use AP- 


VOUGHBIG fucan atti « axatrnsa cena 
— Subject-Use Allowances ...... 


FELLOWSHIPS: See Scholarships 
FENCINGS S66 L@ndse sb. vances os 


FILE(S): 
— Cabinets-See Furniture .......... 
— Destruction-Use Records 
Management: wut uis-scrp amen 
— Disposal-See 
Records Management ........... 
— Forms Functional-See Forms ..... 
—- Pay-See'Pay-Files™.. 72. seit es. 
— Personnel-See Personnel Files ... 


FILMS: 

— General-See Information Services- 
Motion PIChuIreS: ht. avenesrca 

— Equipment-See Micrographic and 
PROWGIA CIC cre cone eee ates os 

— Strips-See Library Services ...... 


FINANCE(IAL): 
=, (General wtadcte ks ees 
— SAGCOUNTS-Generales.cgnnl.ouses «ts 

— Cafeterias-See Cafeterias ..... 

=: Pavable 2a) cis eater vera out: 

= RECCINADIS enc a ceteak eh esae canter: 
=. PValgniaicrs leg maee aon we a eee 
== GAQGISEIMIGMIS) Bittna soe nieces we cts, ake 
=) AOTC RUS 2. rae aes re cae ae aes 
=* AGWANCES* 2 nae oe ee 
— Arrangements-See 

ArranGemenms germ astcrameneine: 
— Associations-See Associations ... 
SSM NUICES Seep ls srt, Teas A et 
== (BankKSieete eee ote cha te Roe ee 
— Boards of Inquiry- 

See BoardSote fees ee 
SW srolnoll gehen ere tenes. ft ricth e 
£2  DUCCGOISHaraceas tir aitnn fen maeae srs 
— Cafeterias-See AR & 

AE-VOUGKCES ae ete fe eee ase 
— Canteens-See AR & 

AP- Vouchers 
= CASIVAGCCOUMUNG erantce cece agie rus 
— Cheques-General ............... 

— Pay-See Pay-Lists ............ 
SCANS, As 2.0 Ae 5 ay ee eee 
sas (65'S |11(6 Meeeeane tare peered. there 
— Contracts-General’ .............-. 

— Vouchers-See AP-Vouchers ... 
— Credit-See AR-Credit ............ 
= DUES? seo. ardeho uae ee 
= ENCUTIDIAnCeS ene een 
— Estimates 


FINANCE(IAL) (cont'd): 


Expenditures-See Accounts 
Paya les ::. Game 2s eMeennly seat: See : 
FOGS bth turers cee tere? 


FUNGS 28) terete cee ee eee aes 
GlantSaiye eee ea eee 
imprest AccountSieree cane ee oes 
[SUPA CC grey ate ah eee akon ck menos 
Investigations-See 

IONESUCRUONS acoseddareeete Set. 
RCCGSIS: (o,0 Ce ese trier sre 
Orders-See Regulations ......... 
Multi-Year Operational Plans ..... 


Fare Wa Nene at es Cie eet pasha tik Sept 4 


POtIVEG@aS (lamtrce teeter eater are 
Plans-Use Estimates ............. 
FOSTAGEIACCOUMIS 5 sarees ences 
Program Forecasts — See 

MN@ PARI Meee ee ae eet 
Receipts-General ................ 
— Cheques-See Cheques ....... 
Refunds-See AP-Vouchers ....... 


and AR-Credit-Ledgers .......... 4 


Registers-See Ledgers .......... 


Regulations Rae... seeeroee here 4 


Revenue-See 


Accounts Receivable ............ 4 


SIOMINGPAUT ON TVA er eee tar 


SIAlEMeNtSi eae eed ee 4 


Statisticsatee. o: Ree ee. 
Summaries-See Statements ..... 


lariifs-See DUES ee aeeeeee eee 4 
Taxes-General)..3)..008 Seer 4 


— |Income-See Income Tax ...... 
TRAVEly cca ee Oe ee 
Voutchets-Generdiaaee san ase 
— See Also AP-Vouchers, 


AR-Vouchers, Cheques-Vouchers, 


CIC et a ee ee ae 


FINGERPRINTING: See Security- 


\GSHtitiCation) eases eee 


FIRES: 


General-See Buildings ........... 2 


Boards of Inquiry- 
See ROalGSiOlmee eter acer e 


Drills-See Buildings-Fires ........ 2 


Emergencies-See Emergency 
Planning=Disasters: ees. 5. =a. 
Firefighting Equipment-See 


TECH MICA lea eee rere nee 3 


Investigations-See 

INVEStIGALIONS  weeenwe ce ere er, 
Precautions-See Buildings- 

PES ort ee ecan eerte ean ance 
Prevention-See Buildings-Fires 
Regulations-See Buildings- 

FifeSen sk tee aoe: cee 
Reports-See Buildings-Fires ..... 


FIRMS: 


General-See Corporations ....... 
Accounts-See AP-Commercial 

FImS2 Sore eee ra ee 
Contracts-Use Contracts 


FIRST AID: See Health and Safety ... 
FISHERMEN: 


Indemnity Fund Ledger-See 
L:edQers-SDeCiHiGue.2. act oe. ie - 


FLAGS: 


— General-See Badges ............ 


— Procurement, Purchase, |ssue- 


SCOIBAC OSS IM I adc cil om aya 


FLEXIBLE HOURS: See 


IOUS Of WOtn.s..: A RE eee. 


FLOODS: 
— Buildings-See Buildings- 


ErOlCCOiEn eta oe or ek ae 


— Control-See Lands 
— Emergencies-See Emergency 


Planhing-BiSasterS a eer.-. arses 


— Protection-See Buildings- 


POLE CUOME, cas. edn tener tamer ac 


FLOW CHARTS: See Management 


SEIVIGES x ba Gh eee) ee eae 


FLOWERS: See Funds-Non-public 
FOODS: 
FORECASTS: 


— Financial-See Multi-Year Operational 
A Saaeree, soviet aes Oe eo 
— Personnel-Use Establishments and 


Human Resource Planning 


FOREIGN: 
— Acts 


= TAGKeeMentS: unm nee Ae ecerece x 
=e CO-OpelallOnmen saute wry ae 
— Legislation-See Acts ............. 


— Liaison-See Co-operation 
— Service Allowances-See 


IIOWAMNCESie ran pee eee axe 


one 


Gene (aliases ore eye en 
— Cheques-A43B Series-Use Cheques- 
Iists=Generaliameeee eee ees 


— T.A. Sheets-Use Cheques- 


RECCIDIS a -eeennk anaes tata t aw 
— Encumbrance-Use Encumbrances- 
AGUSIMENtSEe aera ee eee ee ee 


— Income Tax 1.4 and TP.4 Returns- 


SEC PAV semen Raters he on dacs: 


— Leave-See Leave and Note 
— Letters-See Correspondence 


Management erg crass serene 


— Management 
— Procurement, Issue-See Forms 


— Receipts-See AR-Vouchers ...... 


— Security Deposit and Release- 
See Vouchers 


FREIGHT: See Transportation ....... 


FUELS: 


= vGenierali ances docket see Sed 
— Installations-See Utilities ......... 


— Procurement, Issue-See Fuels 


FUNCTIONS: 
— Management-Use Management 


SENVICGS eee ode Pate an ee 


— Organization-See Organization 
FUNDS: 


==: GOING TAlie nile ia teeta see eee 
— Consolidated Ledger-Use Ledgers- 
General setae Mh lor ert ace. 


— Entertainment-Use Allowances 
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FUNDS (cont'd): 
— Flower-See Funds-Non-Public 
— Gift-See Funds-Non-Public 
— Indian Savings- 

See Ledgers-Indian 
— Ledgers-See Ledgers-Specific 
—# NOM UDC eae eaten 


— Refunds-General-See AP- Vouchers 


ANCA OLeCUs sere cerdieeis ster re 4 

— Ledgers-See AR-Ledgers 4 
— Retirement-See Pay-Accounts 4 
= OCHOOISHM ee ae rteee oe en es 4 
— Superannuation-See Pay-Accounts 

ANGEEIS (Sa Rice wack ee eos eee 4 
— Transfers-See Banks-Vouchers 4 
— Trust-Indian-See Ledgers- 

Indianieie Ae Ae 4 

— Ledgers-See 

LEdGers-SPeECiiG. A Ake ess 4 

FURLOUGH LEAVE: See Leave ..... 5 
FURNISHINGS: See Furniture ....... S 
FURNIMUR Eateries per eee 3 
G Schedule 
GARBAGE DISPOSAL: See 

TINTS alee interac i Wie eeoe ee A 2 
GARDENING: See Utilities .......... 2 
GARNISHMENT: See Salaries 

BhOuWaGeSalcay a seven aera me te nd S 
GAS: 
— Accounts-Use AP-Utilities ........ 4 
— Concessions-Use Lands- 

WETING SS maeteein chao een. 2 
— Procurement, Supply-See Fuels .. 3 

Utilities-See Utilities ............. 2 
GASOLINE: 
= (General-Use Fuels© Siae-e supers 3 
— Utilities-See Utilities ............. 2 
GIFT(S): 
=e GCM ER Aline aeeastieee's st Me Say caer, 1 
— Funds-See Funds-Non-Public .... 4 
GOVERNMENT: See also under 

specific subjects 
— Central Control Ledgers- 

SeeikeCaesrsin yas. so wause raters hee 4 
= O-ODCNATION meta eee tees 1 
— War Book-See 

Emergency Planning ............ 1 
GRADING: 
— of Land-See Lands 

DEVEIOOMCN caer gacaes 2 
GRANTS2. Aina eae, ahi ee, 4 
GRATUITY: 
— Cash-See Pay-Statements ....... 4 
GREETINGS: See Appreciation ..... 1 
GRIEVANCES: 
— General-See Staff Relations- 

ADD CalS Petes ss aan, 3e oo, aS se 
— Adjudication-See Staff Relations- 

AGiUdiGationsy supe sae neee ate te 5 


GROUNDS 

— General-Use Lands 

— Security-See Security-Physical 1 

GUARDS: See Security-Physical .... 1 

GUIDE LETTERS: See mee eee 
Management .............. 1 

H Schedule 


HAND PUNCHES: See Stationery ... 3 
HARASSMENT: Personal- See 


SLE, FASHIONS at pane eee ee ‘S 
HARBOUR: 
— Dues Ledger-See Ledgers- 

SDACHICs. . <1 Me ternaen Ss aN 4 
HARDWARE: See Building 

Materials: 2.2.0. etic ores eek 3 
HEADS OF STATE: See Visits .....5. 1 
RMEAETE AND SAPEIY® meatier 5 
HEATING: 
=e RPUCISAS EG ELIGIS: 2. 22h been Need 3 
— Installations-See Utilities ote Be 2 
— Plants-See Equipment- 

Technical ds..5% Beene oe S 


— Utilities-See Utilities- Plumbing ... 2 


— Working Conditions .............. 3 
HIGHWAYS: See Lands-Roads ...... 2 
ae 

NMMETEOISre ” ane ae Be cortices, Aan 1 
— Monuments-See Lands- 

THISTORIG Gling nate uc, ONE tare eee ect te, 2 
= RECHOSh = a eee Introduction 
— Sites-See Lands-Historical ....... 2 
HOLDBACK: 


— Ledgers-See Ledgers-Specific .. 4 
HOLDING POSITIONS: See 


CAASSINCAUON@ ee it esccs ete 5 
HOLIDAYS: 
— General-See Leave .............. 5 
— Celebrations-See Ceremonies ... 1 
— Special Occasions-See 

Appreciation 3. aicaeestt sara 1 
HOLLERITH: 
— Runs-General-Use Statements- 

AP. GUAR: sii hieockt een oe 4 


— Special-Use Statements- 
Accounting Miscellaneous .... 4 


HONORARY APPOINTMENTS: See 


Appointments; "098 sees es 5 
HONOURS AND AWARDS: See also 

Incentive Award Program 
A eneral ruin ann bee eee 5 
=~ WE CORATON Sunt cae nase seam eee 5 
== (HINWESTHUTOSS cscs carte anecet lene c 5 
= Medals" 00 Gy cate. eee, ee 5 
HOSPITAL: 
— Accounts-See Accounts 

PAVADIG is Ae vos bce blames eee 4 
— Equipment-See Technical ........ S 
— Insurance-See Insurance ........ 5) 


HOTELS: 
— Reservations-See 

TANS DOTaLION Tenn ewes eee 1 
HOURS OF WORK: 
=» (Gonataly <..beese cco acet sieatn 5 
— Cafeterias-See Cafeterias ........ 1 
— Canteens-See Cafeterias ........ 1 
— Collective Agreements-Use Staff 

Relauons crew 2. sin ne Wear fetes 
— Statements-See 

Salaries and Wages ............. ‘s) 
HOUSEHOLD: 
= PUITITUTe” a sean See oe ee ee: 3 
HOUSEKEEPING 

REGORDS="See sees Introduction 
HUMAN RESOURCE PLANNING: ... 5 
HYDRO POWER: See Utilities ....... 2 
| Schedule 
“I” CARDS: See Security- 

IS@nRIGAliONni 2. ae aace nt caters 1 
ICEBREAKERS: See Ships .......... 3 
IDENTIFICATION: 

— Bilingual Positions-See 

Official Languages .............. 5 
— Cards-See Security- 

IGENUTIGANON Saunas ae ead one | 
— Equipment-See Labelling ........ 3 
= P SEOUN tient cyic neat ene: 1 
IMMUNIZATION: See Health ........ 5 
IMPORTS: See Duties .............. 4 
IMPREST ACCOUNTS: 

— Bank-Cards-Use AP-Ledgers .... 4 

— Statements-See Banks- 

StatementSused ce cee ee. 4 


— Cheque-Use Banks-Statements .. 4 


— Ledgers-See AP-Ledgers ........ 4 
— Vouchers-See AP-Vouchers ...... 4 
INAUGURATIONS: See 
CeremonieSs.-., «Ce ee 1 
INCENTIVE AWARD PROGRAM: See 
also Honours 
=. LOMG/SCRVICE: eae ot werent arate a: 5 
= t MIG II baat erate As eee oan ete 5 
— Payments-Use AP-Vouchers ..... 4 
= A OUGOESHOUS renters. ous ae nneios 5 
INCOME TAX: 
= *GENEIAl) sacri ete nes eee 5 
=— [DD ts-See Income Tax’ s..en-nar-. 5 
— 7.4and TP4 Returns-See Pay .... 4 
INCREASES: See Salaries .......... 5 
INDEMNITY: 
— Fishermen's Fund-See Ledgers- 
SPECHIG4 athe en ee ee 4 
INDIANS: 
— General-See Cultures ............ 1 


— Land Sales-See Ledgers-Indian . 4 
— Savings-See Ledgers-Indian 
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INDIANS (cont'd): 


Timber Sales-See 
Ledgers-Indian 
Trust Fund-See Ledgers-Indian .. 


INDICES: See 


INDUSTRIAL: See Security 


Records Management 


INFORMATION: 


General 
Access to 
Exchange-See Security 
Intelligence-Use Reports 
Management Systems-See 
Management Services 
Personal-Use 

Access to Information 
Release-See Security 
Services 
Statistics-Use Reports 


INJURIES: See Health and Safety ... 
INOCULATIONS: Use Health and 


Safety 


INQUIRY(IES): 


Board of-See Boards of 
and Staff Relations-Discipline .... 
Corporations-See Corporations .. 
Courts of-See Boards of 
and Staff Relations-Discipline .... 
Information Services 
Investigations-Use 
Investigations 
Parliament-See Parliament 
Personnel-See Inquiries 
Royal Commissions- 
See Parliament 


INSIGNIAS: 


General-See Badges 
Procurement, lssue-Use 
Badges 


INSPECTIONS: 


Aircraft-See Badges 
Health and Safety 
Security-See Security-Reports ... 
Visits-Use Visits 


INSTALLATIONS: 


Utilities-See Utilities 


INSTITUTES: See Associations 


and Cafeterias 


INSTRUCTIONS: 


General-Use Circulars 
Emergency Planning-See 
Emergency Planning 
Safety-See Health 

and Safety 
Vehicles-See Vehicles 


INSURANCE: 


INTELLIGENCE: See Reports 


Finance 

Personnel 
Unemployment 
Workmen's Compensation- 
See Health and Safety 


INTERCOMMUNICATIONS: JOURNAL: Se (cont'd): 
— Communtoationsyialateeiacl a... 1 — Registers-See Vouchers- Requirements-See Official 
— Installations-See Utilities- JOURMGge re tener oa ewan ys sd. 4 LANGUAGES ae, eames eee ; 
IGlecommunications nse 2 — Vouchers-See Vouchers ......... 4 — Training-See Training ........... 
INTERNATIONAL AFFAIRS: ......... 1 JUDICIAL SERVICES: Use Legal - Le elas Saael aeeeS 
PSION ES Oe. 5 cia eee er ee ee fa Aaa bet Aad aie ek ead ik ee 
INTERPRETATIONS: 
— Collective Agreements-See ee acai syiaces 
Slat Relations eens nee wee ee 5 K Serena LAUNDERING: See Clothing ........ 
INTOXICATION: See Staff Relations AWSBUSOUACISS No ru acuercnare urna 
DISCIDIING Teen rogaine S K.10:K. 12 ACCOUNTS: Use LAY-OFFS: See Retirements 
AP VOUCICTS: <6) mh IR eaue ane. OES heitig ai Ry ae Bi ei 
INVENTIONS! ices sunpicolieh ae } ; LEAGUES: See Associations ........ 
INVENTORIES: SAP AUeN@IOMIAG & ca ne eomen Ae 3 ane 
— Equipment-See Accounting ...... 3 KITCHEN EQUIPMENT: 5 Buildings-See Buildings- 
- leo Human Resources = Useiatetenase ee ee 1 Acquisition and-Legal 
CS URIGLING [he tics peiceatacantn “a rh a aRIB ON. 5 n : neers aca 
— Property-See Accounting ........ 0 = eaten Biel aigs slocl 
INVESTIGATIONS: L Schedule = ___ | ettings-SeeLands ........... . 
=. GNA. «<.geninaeae aty  ee. 1 — Utilities-See Utilities ............ 
— Personnel-See Staff Relations- CABEREING I \ ries tren ers ree 3 LEAVE: 
DISCIDING Ss... een ee 5 LAND(S): Geno eee 
INVESTITURES: See Honours ....... & . = Genel ap erg ye: Kaas. 2 — Adjudication-See Staff 
=e ACOUISIUO NS tues a ereaiareae tern 2 RElAtONS@ent te eine aie tort 
Wo ee ies — Concessions-See Lands- — Applications-See Leave and 
— Ledgers-See Ledgers-Specific .. 4 (aliniges aa. eteacmaneka D Ng 
INVITATIONS: = 'DEVEIOPIMEI ast sale arearas rant Z — Forms-See Leave and Note re. ... 
— Associations, Clubs, etc. ........ f= DISPOSAINE Ee Fine e Beer i ancy ace 2 
— Lectures-See Information = MDILCHIAG? Namek cates cet fete sake 2 gy eee ae. 
Services-Lectures: aun 4  — Drainage-See Lands-Ditching Ef me a sank A 
== EXCAVATIONS os ern tage oe ci: ctetintcepees 2 DONNER OGDN Tees revere 
INVOICES: a CnCIG TEE. Loe ORE oe. 9 — Briefings-See Briefings .......... 
— Accounts-See Accounts Payable and 2 LRicadiConiral aueid ee Leis — Speeches-See Information 
©) Pecoun eat ened : — Gardening-See Seruigecne ti arilventucsads a enti d: 
— Leagers-oee LEGgels-opecilic .. Hands-lkan@SCaping’ - 2 assane ses 2 LEDGER dR t 
— Removal-See AP-Vouchers ...... 4 — Grading-See Bon oa reales oe ce 
=) lravel-SeevAP-VOUCHCIS sete an = Lands-Development ............. ) — Accounts Payable- 
IRREGULARITIES: See Staff Relations- — Historical-Monuments ........... 2 SEG APALGAGETS nie ene vane 
DIScinlinow = 5 See OCS aces erode Or hohe le 2 — Accounts Receivable- 
S andscaping 2 See AR-Led 
; — HEANGSCAOIIG ss caeiiact reeces een ee AR-Ledgers ............0005. 
ISOLATED POST ALLOWANCES: See —~ LegalDocuments ............... 9 — Allotment-See 
NUOWMEINGISS: cn gaunenci snes clon ase 4 ey betting? oo oe uteri, 9 Allotments-Ledgers .. Rens 
ISSUE: — Mail Service Certificates- — Allowances-See Allowances- 
— General-See Issue and also by WSCC OMICS Re ny anaes ae Lessig: 4 PSC CClSe etc. amen cman oruc 
type ofequipmenta.s. ete. us %: 3 — Monuments-See Lands- — Annuitants Cards- 
— Accounting-See Accounting ..... 4 Historical ......... 2... e cece eee 2 See Pay-Cards ................5. 
= Senesorsaalee .).....08 2 SS IPEHIMIMO VASE. gn ie lsh) anemone 2 — Benefit-Veterans'-See Ledgers- 
BTStoreseScellsclicu aan 3 — Records-Use Lands-Legal SOSCIICH ea tnd tie certn feisty; 


DOCUMEN(Ss seen ark Aa 2 — Canadian Pension Commission- 


— Vouchers-See Vouchers-Stores .. 4 


cm =F RECTCALOM ATedce made meee. 2 Seeilled@ers-Speciicn ome. ian: 
ITINERARIES: See Visits ............ je A eect eee Vis | ees 
DSVelO OMe irene ter cee ia cH eters 2 ACCOURHRG=COGEIS tam jiae na: a 
SE ROACS gen get ray aa le ccs ct aioe 2 — Books-See Cash Accounting- 
— Sales Indian-See Ledgers- Ledgers” ts..25. 25 
[GC ee;, eta neeas ees ae: 4 — Summaries, Receipts, Registers- 
$$ — Script Indian-Use Ledgers- See Cash Accounting- 
J Schedule ICE, sponse. n cay eee Breede mnt E 4 LGU G SIS Metres cea, Hance Oysters 
— Security-Use Security-Physical ... 1 = Centrali@omtrol: #86 s oes ee 
JANITORIAL SERVICES: See Buildings:  ~ SNA Hi ap lags clara : ‘ meee vain 
Maintenance 02.00... eee 2 — Use of-Use Lands-Lettings ...... 2 — Consolidated Fund-Use Ledgers- 
JOB: Gener, Leh eee dese. 
— Advertising of Opening-See ibicaceas Mss aa 2 ara ae 2 — Contract-See Contracts- 
Employiientie sets. seems cite - 5 LANGUAGE: We%3 (0 [= Gsiake AE ane i! 
— Analysis-General-Use — Designation of Positions-See — Control Central-See Ledgers- 
©) ClaSsHiCatormmeven +. yet mentees: 5 Oificialzanguacesmr enw eseeen. sc: iS Central\GontrolWye ee eee ee 
— Analysis-Descriptions-Use — Identification of Positions-See — Encumbrance-See Encumbrances- 
Classilication nny. een ewes. Ss Officialkanguagess fe. eees.. .. 5 MECQCISHY. nen chuycon face 
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LEDGERS (cont'd): 
— Eskimo Loan-See 
Ledgers-Specific ........... 
— Establishment-See Ledgers- 
Speacihe 7. pees 
— Expenditure-See AP-Ledgers .... 
— Family Allowance-See 
Allowances-Ledgers . 
Federal-Provincial-See 
Agreements-Federal ............. 
— Fishermen's Indemnity Fund- 
See Ledgers-Specific ........... 
~ Harbour Dues-See Ledgers- 
Specific. 
— Holdback-See Ledgers- 
SPeciic’ waren te See eee 
— Imprest Account- 
See AP-Ledgers ..............00% 
— \|ndian-Land-See Ledgers- 
DIGIGNT pie. nannke otra oe eee eee 
— Savings-See Ledgers-Indian .. 
— Timber-See Ledgers-Indian ... 
— Trust-See Ledgers-Indian ..... 
— Invoice-See Ledgers-Specific .... 
— Journal Voucher-See Vouchers- 
ORT a, een Saleen an eee 
— Land Sales Indian-See Ledgers- 
IGHENE Se ee ees cee ae 
— Loans-Employees-See Ledgers- 
SPSCHIG (snk een brooe nes ne 
— Investments-See Ledgers- 
SDOCHIC~ Bot erase tea. 
— Miscellaneous-Use Ledgers- 
Generale nee aoey See cae, 
— Old Age Security-See Ledgers- 
SWECHICN <a she eRe RRR are 
— Open Accounts-See Ledgers- 
SPECHIC. «2 nrc eter cere Renee 
— Pension Cards- 
Wseedgers-GRG eo iertedteces oe ge 
— Postage-See Postage Accounts- 
LGGUGIS. © Sartioas enter en 
— RCAF Treasury Account Cards- 
See Ledgers-Specific ........... 
— Record of Legal Payments-See 
EGAGErS=SpeCiiGas ae 5a-ae eae nn 
— Refund-General- 
See AR-Ledgers ...............-. 
— Drawback-See AR-Ledgers ... 
— Revenue-Use AR-Ledgers ....... 
— Savings Indian-See Ledgers- 
[richer iy Rita eee eteca ak 
— Security Deposit-See Ledgers- 
SPSctlicglas” Alte | caer 5c: 
— Soldier Settlement-See Ledgers- 
SPSCHIG | <arieaehe eer Seas 
— Stock Sheets- 
Use Ledgers-General ........... 
— Suspense-See Accounts and 
Accounting-Suspense ........... 
— Timber Sales Indian-See Ledgers- 
Traclieiied ee La eee Ree 
— Travel Advance-See Travel- 
Ecdgers: Sia atachooe Goes 
— Treasury Bills-See Ledgers- 
Speco aes wake See ere. 
— Trust-See Ledgers-Specific ...... 
— Veterans’ Benefit-See Ledgers- 
SHECUICH ae, wae ae ee S 


LEDGERS (cont'd): 
— War Veterans’ Allowance-See 


Allowances-Ledgers ............. 4 
— Wharfage Books-See Cash 
Accounting-Ledgers ............. 4 
LEGAL: 
— General-Use Legal Matters ...... 1 
— Boards and Courts of Inquiry .... 1 
— Documents-See Buildings and/or 
PCS ate ponies ne Oe eee he e 
— Investigations-See 
INVEStIGAUONS  lh...5 Werte eo oe 1 
Se ect icy Meas ane wR See foe ee 1 
— Payments Made Record-See 
Ledgers-Specilio 42... vee 4 
LEGISLATION: See Acts ............ 1 
LEITERS: 
— Acknowledgement-See 
RSceicmeee et teen eres 4 
— Appreciation-See Appreciation .. 1 
— Circular-See Circulars ........... 1 
— Credit-Use AR-Credit ............ 4 
— Form-See Correspondence 
WManacermentensars metre petro 1 
— Quide-See Correspondence 
Managements vases a apse tmenes cae 1 
— Personnel-See Inquiries ......... S 
LETTINGS AND CONCESSIONS: See 
aris aR ee 5 A ws aioe ong 2 
HABIT AUISEIOIAIMS: ..en tacos as 4 
LIAISON: See Co-operation ......... 1 
LIBRARY SERVICES: 
mer CHETIOLAN C tent nemo Generate oa ta a oat 1 
LICENCES: 
ET SIGs raya a © ame MINOR bles Sr 1 
— Parking Permit Tickets-See 
KIGERCES-Fasses s aamiehaeg ces. 1 
— Vehicles-See Vehicles- 
FROGISHSTONy ie u.ci asp see eee 3 
LIFE: 
— Insurance-See Insurance ........ 5 
— Saving Equipment-See 
TOGITNICAIIR EA Makes: racic tes coats 3 
LIGHT(ING): 
— General-See Utilities ............. 2 
— Accounts-See Utilities. ........... 4 
— Working Conditions .............. 5 
IMITATIONS 9 es eee ecres Introduction 
LISTS: See also Ledgers 
— Advance Listings-Use Statements- 
Accounting Miscellaneous ....... 4 
— Cheques-General-See 
Chequessiists? ene: cn week eos. 4 
— Cancelled-See Cheques- 
SES ssc hee eee ae eee 1 4 
— Daily Runs-Use Cheque 
LISTS ae dy oreas eee 4 
— Deposited to Banks-See 
Cheques-Lists” . 2, a aeeecnee 4 
— Pay-Financial-See Pay-Lists .. 4 
—Personnel-See Pay-Lists ....... 4 
— Returned-See Cheques- 
LISS coe. Vane aoe ee, 4 
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LISTS (cont'd): 
— Superannuation and Pension- 


See Pay-Lists ......... 7 A 
— Unclaimed-Use 

Cheques-Lists ............ ae 
— Returned-Cancelled 4 


— Deduction Annuitiants-See 


Pay-lite hdl. RAR roe . 4 

— Remittance-See Pay-Lists .... 4 
— Eligibility-See Competitions ...... 3 
— Equipment-See Catalogues ...... 3 
— Expenditure-Use Statements- 

POR AE es nen sete vote Ys. = 4 
— Files Destroyed-See Records 

MAME EINOM Lie. friar igs caret erergv aya ol 1 
— Inventory-Use Accounting ....... 3 
= Mailing-See Malim.. 2.5. «iwc msale> 1 
= MNOMPIat ROUS a aa. patase ne = satiate 5 
— Pay-Financial-See Pay-Lists ..... 4 

— Personnel-See Pay-Lists ...... 4 
— Price-See Catalogues ........... 3 
— Signing Authority-Correspondence 

Wianagements suas rsacpere en pees 1 

=) [FINARCIlia....xasa setae ee eee ees 4 
LIVING ALLOWANCE: 
— General-Use Allowances ........ 4 
— Pay-See Paylists-Classified ...... 4 
LOANS: 
— Advances-Personnel Abroad-Use 

APVGUGH ETSI select colar eshte eos 4 

— Ledgers-See 

EGCUCTS-SDECHIC: <5. pees ere 4 

= NE QUIDIMGIUS sant nerste ccna ee ee 3 
— Eskimo Ledgers-See Ledgers- 

SDECHION arate c eee te ae 4 
— Investment Ledgers-See 

Ledgers:SpeGiic: &. +. sewmen tees: 4 
— Personnel-See Exchanges ....... 5 

Abroad Advances-Use 

AP VOUGKCTS Seaman cosines a cliitel << 4 

— Advances Ledgers- 

SeeiLedGers: “S27 Beare ee 4 

LOCAL PURCHASE ORDERS: 
— Accounts-See AP-Vouchers ...... 4 
— Equipment-See Procurement .... 3 


LOCALLY ENGAGED EMPLOYEES- 
— Earnings Records Cards-Financial- 


SCCIR AV: CALS Memes tet terd mere 4 

— Personnel-See Pay-Cards .... 4 
— Paylists-Financial-See Pay-Lists .. 4 

— Personnel-See Pay-Cards .... 4 
— Pension Records-See Pay ....... 4 
LOCATION: 
— Buildings-See Buildings- 

POAGKOSSOST @atemeheny: ona techs vay 2 
EPA COOLO SINE tae start vo « Introduction 
LOG BOOKS: 
—TOMPS-USeSMDS Sis. l,l. caress 3 
— Vehicles-See Vehicles- 

SHINAI csi cinslanw §.chv Saco Mavala ae 3 


LONG SERVICE: See 
Incentive Award 


LOSSES: 
— Boards and Courts of Inquiry 
="iinvestigationss*. 22 2aren,. 


LOST: MAINTENANCE: MISCONDUCT: See Staff Relations- 


— Cheques-Statutory Declarations- — Buildings-See Buildings ......... 2 ier oi Nletee We as 2 re eee 5 
SES CHeCCUeS Hes ets eee 4 - eae eae Sauncanl Sy rac : MISSIONS: See Inteniational 
LUBRICANTS: : Pe Seas are ees ECC alee tea ee 1 
- General-See Fuels pemaian estes 3 MANAGEMENT: MISUSE: 
— Installations-See Utilities ......... 2 g ee ava ua — of Government Property-See 
LUMBER: See Relati G 5 Staff Relations-Discipline ........ 5 
Building Materialse s.¢.ccau .)2: 3 elations-General ............... 
LOM TIS Men taper  cleoh ene lae oes 1 MONUMENTS: See Lands- 
= SENVICSSEee meena Cate en Tete 1 ISIGN(Ce erent tet ton raennnese eer 2 
MANAGERIAL: MOTION PICTURES: See Information 
— Exclusions-See Staff Relations ... 5 SCIVICC Same rhea eth cers. 1 
MANPOWER PLANNING: See Human MOTOR: 
M echedule Resotice Planning =. seeses. as... 5 — Fuels-See FuelS ...2...00.5. 0005. 3 
— Transport-See Transportation .... 14 
MACHINE RUNS (Financial): Maen es Boric sue ericieciun tree 3 
— General-Use — Books and Publications- 
Statements-AP& AR ............. 4 WSEIBOOKS Eire athe ee ee 1 MULTI-YEAR OPERATIONAL 
— Abstract-Use — Equipment-See Catalogues ...... 3 BL AINS mete tier anton cert tes 4 
Statements-AP & AR ............. fT MANUERC TORE er oe ne 3 MUNICIPAL: | 
— Binders-Use — Co-operation-See Co-operation .. 1 
Statements-AP&AR ............. 4 MANUSCRIPTS: See Information Ee Taxes-Sealaxesi eee ee 4 
— Divisional-Use SEWICCS“ATIICIES eee teers here ts 1 
Statements-AP & AR ............. 4 
— Encumbrance-Use Statements- giao ee a 28 4 N Schedule 
AR. SOAR Me, oa een ae 4A Gy DO re or een a ele ae 
— Establishment-Use Statements- MATERIAL(s): NATIONAL SURVIVAL: 
APB OAR) iy ee lee Deir aie! 4 — General-Use Equipment ......... 3 — General-See 
— Estimates-Use Statements- — Building-See Building ........... 8 Emergency Planning ............ 1 
AP SUA fi ccut erecta: tenets ie 4 ; — Buildings-Use Buildings- 
— Hollerith-General-Use Statements- Ng eC US A e eete : POLECTION. seem Miko ake see at. 2 
ARISSAR ee Cee eee eee, 4 MATERNITY LEAVE: See Leave ..... 5 : 
— Special-Use Statements- | NATURAL GAS: See Fuels .......... 3 
; MEASUREMENT: ; 
Accounting Miscellaneous .... 4 — _ Work_Use Management NAVIGATIONAL AIDS: See 
— Object-Use Statements-AP & Ganieas 1 VECMMIC Al ae eg a Bevo ee 3 
ARGh2 ee rar eee no: 7 a yore aa Mca hye ne 
— Primary-Use Statements- MEDAIES: SEG MONOUIS tare en enves 5 et 
ADR AG. Aare eae 4 — Advertising-See Information 
— Quartermaster Analysis- MEDICAL: SeIviCeS ese. ie pela i 
Use Statements- Accounting — General-See Health ............5 5  — Broadcasts-See Information 
Mccchanecue 4 — lInsurance-See Insurance ........ S Services-Radio ....... eee 
— Refund of Source-Use Statements- — Supplies-General ................ 3 — Clippings-See Information 
AP & AR 4 — Equipment-See Technical ..... 3 SOMICCS OSS) as or ear amaibconeay: 
SES core wey Rae ceed — Letters-See Information 
= Seas eae & 4 MEETINGS: See Committees ....... 1 Services-Newspapers sate he 1 
— Vote-Use Statements-AP& AR ... 4 MEMBERSHIP: See Associations ... 1 = Papers-See Information Services 
and Library Services ............. 
MACHINES: See Office Equipment .. 3 MENNONITES: See Cultures ........ 1 _ Release-See Information 
MAGAZINES: MENUS: See Cafeterias ............ 1 Se eee ee aie 
: — Security-Use Security- 
— General-See Information MERIT: See Incentive Award ........ 5 nar ok ieee ‘ "de ate 
Services-Newspapers ........... 1 
— Explosive Accidents-Use MESSES: See Cafeterias ............ + (NOMINAL ROEKS: Peete. AE. 
Accidents ..........:..s seca 1 METIS: See Cultures ............ { i 
— Library-Use Library Services ..... 1 Peeters re as se NON-PUBLIC FUNDS: See Funds ... 4 
: See ogra 
MAGNETIC TAPES: See Electronic Data oe ee nae Snelson af 
PROCESSING ones unteanrhsraevants: 3. MICROGRAHICS: ihe a ele et RE 
MAIL: — General-See NOTARIES: See Legal Matters ...... | 
Ee ee fp te ee eae ge 3 NOTES: SeeAR-Credit 0.0.2.2... 4 
— Accounts Ledgers-See Postage Ogee eco eee NOTICE: 
ACCOURISH Sweat ree. 4 MILEAGE: See Travel- = ae h, 
: Hs — of Disciplinary Action-See 
== eacaianie Certificates-Use Fi Expense’ ClalimS eee aoe. 4 Staff Relations-Discipline Mee 5 
— Land Service Certificates- MINUTES: q eel seat ReneS RaeaHige 
Use Contracts: FERias eee. 4 — Associations, Clubs-See A aan) 5 
— MallingpAdaresses. we2.s..- eee: 1 ANSSOCIGTOMS He eee taraso anes ee 1 Pore Gein ser ry ge eae ian 
— Registered Mail-See Mail- — Committees-See Committees .... 1 NUCLEAR BLASTS: See Buildings- 
REGISISIS Pangiaexc. eae eae 1 — Treasury Board-See Acts ........ 1 PROLECTION® <tiee. 3 eee s 2a ate: fe 
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O Schedule 
OATHS: .. a? Pept Se 
OBJECT: 
— Machine Runs-Use Statements- 

APG Abi ccattaecpcah tate abla 
— of Manual .. Introduction 
OBSERVATION ACCOUNTS: Use 

AP AVGUGHEIS b,c a woer int aam vs 4 
Slag al stay 
— Accommodation-Use 

AGCOMMOGGGATION oh. aesaseses 2 
— Buildings-See Buildings- 

ACCUISTION Suaeees . suerte tn Krad. 2 
— Lands-See Lands-Acquisition .... 2 
— Space-Use Accommodation ..... 2 
— Standing Agreements-See 

Standing Offer Agreements ...... 3 
OFFICE: 
— Accommodation-Use 

ACCOMMOGSTION. 2.0. cece arn a 2 
= FOUIGINETIEA cece. octane aes 3 
— Commission of-See 

beqgaliviaticrs™ een eet 1 
— Furniture and Furnishings ........ 3 
— Oaths of-See Oaths .............. 5 
=» SERVICES tee ai eet ance ren Ae. 1 
— Surveys-See 

Management Services ........... 1 
OFFICIAL LANGUAGES: 
=) GRRE. fr aua eraser ae eon aes 5 
— Language Training-See 

Training-Language .............. 5 
— Personnel-See Official 

LANGUAGES hae.® co.) nee eee eee. 5 
— Positions-See Official 

LanQuagesr snk... ebn)..amelenee es. 5 
OIL: 
— General-See Fuels ............... 3 
— Installations-See Utilities ......... 2 
OLD AGE SECURITY LEDGERS: See 

Ledgers-Specific. ..........06.. 4 
OPEN ACCOUNTS: 
— General-Use Ledgers-Specific ... 4 
— Contractor Deposit-Use Ledgers- 

COE ka eee pn at: 4 


— Ledgers-See Ledgers-Specific .. 4 


— Registers-Use Ledgers .......... 4 
OPERATING INSTRUCTIONS: See 
VEDIGIOS wets aaa a ete Rae 5 
OPERATIONAL 
RECORDS] teat. Introduction 
OPINIONS: See Legal Matters ...... 1 
ORDERS: 
— Administration-See Circulars ..... 1 
— Associations-See Associations ... 1 
— In Council-See Acts ............. 1 
— Finance-See Regulations ........ 4 
— Personnel-See Regulations ...... 2 
— Purchase-See AP-Vouchers ...... 4 
— andProcurement ............. Bs 
— Local-See AP-Vouchers ....... 4 


ORDERS (cont'd): 

= and Procurement. «2.0. roe. 3 
— Security-See Security 

Regulations stave ge seth rah sees 1 
=. StAtUROMy-o6e ACES | «sm sameeaa aes 1 
ORGANIZATIONS, eau cae tee vcs’ 1 
OUTSTANDING ACHIEVEMENT: See 

BIEIOUIES ara ewes wrote ene 
OVERTIME: See Hours of Work 

BOM BAVE 2. ales keeway eos 5 
P Schedule 
PACTS: See International Affairs 1 
PAID: 
— Cheques-See Cheques-Actual ... 4 
— Claims-Use AP-Vouchers ........ 4 
— Personal Accounts-Use 

AP-VOUCHEIST etc ae tan meee 4 
PAINTING(S): 
— General-Use Furniture ........... 3 
— Buildings-Use Buildings- 

MaINtTEMANCe?, ake tonmenc ce aiwone 2 
PAMPHLETS: 
— General-See Books .............. 1 
— Corporations-See Corporations .. 1 
PANELS: See Committees .......... 1 
PAPER: See‘Stationery’ 2... 7 sean ceo. 3 
PARKING AREAS: 
— General-See Lands .............. 2 
— Permit Tickets-See Licences ..... 1 
PARLIAMENT: 
mete aS (loom Seer tera me nee ewes dake w 1 
— COMMISSIONS ane amet eee 1 
— Royal Commissions %.°%...020... 1 
PART-TIME EMPLOYEES: 
— Earnings Records Cards-Financial- 

SeeiPay= Cards wee acca. ose mer orer 4 
— Earnings Records Card- 

Personnel-See Pay-Cards ....... 4 
— Exclusions from Collective 

Bargaining Agreements-See 

Staff Relations-Managerial ....... 5 
— Paylists-Financial-See Pay-Lists .. 4 

— Personnel-See Pay-Lists ...... 4 
PASSAGE: See Transportation- 

(General! te Neen cern ae tore ct 1 
PASSES: 
— General-See Licences ........... 1 
= AGCrecialionSes a. hea ae 5 
— Admission-See Licences ........ 1 
— Buildings-See Security .......... 1 
— Credentials-See Accreditations .. 5 
— Parking Permit Tickets- 

See LICCNCESec ears re re a 1 
— Systems-See Security- 

IGSniiCGtORp ese trast meee 1 
— Transportation-Use 

JANSON aO Nan ee eee 1 
PASSPORTSS=6.cche artes wae oan Ss 
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PASSWORDS. cs sb acervr rapedee seen 


PATENTS: See Inventions 
PATROL CRAFT: See Ships 


PAY: 


General-Financial-See Pay 
— Personnel-See Salaries 
Acting-See Salaries 
Allowances-Family-See 
Allowances-Ledgers 
— Living-Financial-See 
Pay-Lists 
— Personnel-See Pay Lists 
— RCMP Forms-See Pay- 
Allowances 
— War Veterans’-See Allowances- 
Ledgers 
Annuitants-Deduction Lists- 
See Pay-Lists 
— Ledger Cards-See Pay- 
Cards 
Assigned 
Authorizations-Annuitants-See 
Pay-Files 
— Payroll-See Pay-Payroll 
— RCMP Forms-See Pay- 
Allowances 
Canada Savings Bonds 
Pledges 
Cash Gratuity-See 
Pay Statements 
Casual-Financial-See 
Pay-Cards-Lists 
— Personnel-See Pay- 
Cards-Lists 
Collective Agreements-Use 
Staff Relations 
Death Benefits- 
See AP-Vouchers 
Deductions-Annuitants-See 
Pay-Lists 
— Lists-See Pay-Lists 
— Payroll-See Pay 
— RCMP Authorization-See 
Pay-Allowances 
— Remittance- 
See Pay-Lists 
Earnings Records Cards- 
Financial-See Pay-Cards 
— Personnel-See Pay-Cards 
— Statements-See 
Pay-Statements 
Input Forms-See Pay, 
Salaries and Wages 
Lists-Financial-See Pay Lists 
— Personnel-See Pay-Lists 
Pension Cheque Lists-See Pay 
Lists-Superannuation 
— Records Locally Engaged 
Prevailing Rates-Financial- 
See Pay-Cards 
— Personnel-See Pay-Cards 
Refund Records 
Retirement Fund Accounts- 
See Pay-Accounts 
Roll 
Staff Certificates-See 
Input Forms 


PAY (cont'd): 


— Statement-Annuitants Earnings .. 4 

= Cash Gratuity: eee 4 

— Earnings RecordSm ue, wane... 4 
— Stoppages-See Salaries-Pay ..... § 
— Superannuation-Accounts-See 

Ray=ACCOUMIS) memaae ne a aeeemnee 4 

— Pension-See Pay-Lists ........ 4 
— 1D.1 and T.4-See Income Tax .... 5 
— 1.4 and TP.4 Returns-See Pay .... 4 
PAYLISTS: See Pay-Lists’ 7.2 ./.....5. 4 
edd 

General-Use AP-Vouchers ....... 4 
— Bank-Use AP-Vouchers .......... 4 
— Controls-Use Allotments- 

ECOQGIS: cavnac Poneto ners 


4 
— Death Benefit-See AP-Vouchers .. 1 
— Documents-Use AP Vouchers .... 4 
— Pension Cheque Lists-See 


Pay-Lists-Superannuation ....... 4 
— Progress-See AP-Vouchers ...... 4 
— Record of Legal-See Ledgers- 

SDECINCE Oe eet eee oe 4 
— Subsidy-Use AP-Vouchers ....... 4 
— Superannuation Cheque Lists- 

See Pay -|iSiS sa Ananya eee. 4 
PENNANTS: 
— General-See Badges ............ 1 
— Procurement-See Badges ....... 3 
PENSIONS: 

Canadian Pension Commission- 

SECC GEIS a heme eM tonrak tn = 4 
— Locally Engaged Personnel- 

See Pay- Pensions searcermes ee. 4 
— Superannuation-See Pay-Lists ... 4 

= Personnel! fave aneeee anne. 5 
PERFORMANCE: 
— Measurement-See Management 

SEIMICSSHPE REN ee ee ae Mena 1 
— Review-See Human Resource Plan- 

ning-Performance Appraisal ..... S 
PERIODICALS: See Library Services- 

NEWSDaDEISa min reese 1 
PERMANENT APPOINTMENT: See 

/NOTVOMMMTMAMIS, Gon oticaang Reovhsee c 5 
PERMITS: 
— General-See Licences ........... 1 
— Vehicle Registration-Use 

VENICIES Miran rr metreretrm ree nacre 3 
PERSONAL 

INFORMATION: ...... Introduction 
=) PCtinItIOn eater Introduction 
PERSONNEL: 
= .GENEral RRs ict seers eA: By 
= ACCICSIIS= s0n sence nee. 3) 
= JACCKECITAHONS cgi oe sie « 5 
— Adjudication-See Staff 

Relations sentenced: sees: 5 


— Advances Abroad-Use AP-Vouchers 
and Loans- See Ledgers- 


Speciticueaa ance cE on. 4 
== Affirmative ACHON mam eared act. 5 
= “AllOWANCES See. 4 
= AntiFbiscrimimationmewy.teet.. .<.. 5 


PERSONNEL (cont'd): 

— Appeals-See Staff Relations ..... 
= sADDOINIMEeNtSeemee. no teeee as 
— Attachments-See Exchange ..... 
= LLC CANCE auenacars co are et ce fe 
— Awards-See Honours 

AMG UIMNCEMUVG eax ar oa ene vot 
— Bilingualism-See 

@iiicial(Hangtiagesmay ea. ee 


— Career Development-Management 


— Programs-See Staff Relations- 
Career Management .......... 


=r ClASSINC ANON aire. teeter tars 
— Clearance-See Security ......... 
— Collective Agreements-See 


StaitRelalonsieae ts aie coe 


— Collective Bargaining-See 


StatiRelationS) s.0.....a eae. 


== | COMPCTUONS Mares nee eae: 
— Credentials-See Accreditations 

— Development-See Training ....... 
— Discipline-Boards/Courts of 


ROUTINE. auon ne barter ene ener 
— Staff-See Staff Relations ...... 


— Eligibility Lists-See 


COMPCUTONS Sen. cee eee 


== PENMOLOVMMGMNC ccna an sr. conte aoe 
— eEstablishinenterwecmeen wae oh oe 
— Evaluation-See Human Resource 


Planning-Performance 
PNG) OfReVRYe ley: ae cen ne nny oe e & Sore mar 


— Examinations-See 


COMOCITON Smee erie aes ore 


= EXC MAN COS miMee nee er eer ares 
= ENEeS=GEMeialaee «arene ae. uence 


— Annuitants-See Pay-Files ..... 


— Forecasts-Use Establishment and 


Human Resource Planning ...... 


— Grievances-See Staff 


Relations-Appeals ............... 


— Health and Safety ............... 
— Holidays-See Leave ............. 
SO MOUS praetor ieee 
== I OUSTOUVY Ol Konmnruce eens acces a3 


— iIncentiveAwarcds, Wesnseun. ane 
SS HINCOMeZ Aa eae er Eira. 
— Injuries-See Health and Safety ... 
== JINGUINGS Ramemtiee three eee ey. 
=  INSUPANCER We emeenee aR we 
— Inventories-See Human Resource 
AIRING. A inn wn odoneacah Aeron 
= Leave win weivaeretern. soos ts 
— Loans-General-See Exchanges .. 
— Advances Abroad-Use 
APVOUCHEIST sete cnt ees 
— Managerial and Confidential 
Exclusions-See Staff Relations ... 
— Manpower Planning-See Human 
Resource Planning 
— Medical-See Health and Safety 
= NominaliRolsaens... entree 
Hs (OalhiSanttin Meee ee 
— OfficialLanguages .............. 
— Overtime-See Hours of Work ..... 
a PASSOON Seer etcee my eteese ses 
— Pay-Financial-See Pay ........... 
— Personnel-See Salaries ....... 
— Performance Appraisal-See 
Human Resource Planning ...... 
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PERSONNEL (cont'd): 
— Personal Harassment ............ 
— Postings-See Transfers .......... 
— Precedence, Table of ............ 
SS PNIVIISG Se ee a: Beaaoa emesis: 
Ee HOMMOUOMS erat ait ree earache 
— Punctuality-See Attendance ..... 
— Reclassification-See 
PIOMOVONS: - peewee Actes oRt. 
= TAC COL Sia meee mitts hPa ate Bore ae Sa ac 
— Recreation-See Sports ........... 
— Recruitment-See Employment 
=" RegulationSe tates temas ei eaks 
SL RODOMS 3.2 Ammar fk 2 peat Tae: 
SSE OULE(ICMILS metencn tated 18 ietuceras 
SP GANGS Wat eon ta eee aa 
— Financial-See Pay ............ 
SP OCMOMLSI NOS! eee eet mente ere 
— Secondments-See Exchanges ... 
— Security-See Security ............ 
— Selection Standards ............. 
— Separation-See Retirement ...... 
=; SPOM See aye teats Sets ON 
SMSWCWUREIEWOIIG) Garaootnd ooonc hoe 
— Staffing-See Employment ........ 
— Statistics-See Reports ........... 
— Studies, Systems, Surveys ....... 
— Superannuation-General ......... 
= Pay-SCEIPAy hore ack snore. 
— Time Off-See Hours of Work ...... 
WTA Ole aise, corre ona 
=a NTALS| Ol Oa eae tert. be eee aceaier eri 
— Transportation-See 
AtanSOOnalioneseamc ce sc eee 
— Union Relations-See Staff 
Relations tcesacteeten oases. tt Aes 
— Visas-See Passports ............. 
— Wages-See Salaries ............. 
ANCL PAY ae Mie eet wee he c3, cakes 
— Working Conditions .............. 


PETROL INSTALLATIONS: See 
tiltioSeyee tack bere tte ae ec oe 


PEI DWCAS taiaeaneyer: scan cen oc 


PHOTOCOPYING Aise sae eae 


PHOTOGRAPH(S)(Y): 
= HEQUuIpIMe mts tise towne G carer tear 


PHYSICAL SECURITY: See 
SEG UTIL mercer eet ac eran 


PLAN(S)(NING): 
= GSReral Wy et ern tae ons bree vt 
— Accommodation-See 
ACCOMMOCL ALON eee seek erator 
— Buildings-See Buildings ......... 
— Construction-See Buildings- 
PIGS rue reels od acts teeta anes ok 
— Emergency-Use Emergency 
PHARIIIGS rari ten Gen cieyars na racolan 
— Estimates-Use Estimates ........ 
= FUMAn RESOUNCCR mi Seen aueaien. 
— Manpower-See Human 
RESOlICea een. Pee enn oe 
— Specifications-See 
BUileingSsePlansie teen bane 
mere W lise ee RA ate cee tae oh Notes. ae 


PLEDGES 


~ General-Use Campaigns ........ 


— Canada Savings Bonds- 
See Pay 


PLUMBING: See Utilities ........ a 


POLICY: 
— General-See Organization 
— Records Definition .... 


POSITION FILES: 
— General-See Classification 


and Office Languages ........... 


POST: 
— Audits-See Classification 
— lsolated Allowance-See 


FUG WENOES Fes Sar ait tei ss aloctin< 


— Reports-See Reports- 


Igiscil {le (cl gles: eae een: Meme ae 


POSTAGE ACCOUNTS: 
— General 


= LOUIS! ( senaits« es Gevce et earns 


POSTAL SERVICES: 


— General-See Mail ................ 


— Accounts-See Postage 


AGGOUITS ts. 5 st as, eee eee 


POSTERS: See Information 


SGNIGES Scab, soe ose ote 
POSTINGS: See Transfers .......... 


POWER: 


— Accounts-See AP-Utilities ........ 


— of Attorney-See Legal Matters 
— Plants-Use Utilities- 


Hydro: Powers 2 Als See ee 


PRESS: 
— Clippings-See Information 


SCIhviGGes ite es ot) as ci eee 


— Releases-See Information 


SEIVIOSS et ta a shoe hc arhin ahaa 


PREVAILING RATES (Seasonals): 


— Earnings Records Cards-Financial- 

DCOIPay- Carden mse oaneety vues 
— Employment-See Employment ... 
— Pay-Financial-See Pay-Lists ..... 


— Personnel-See Salaries 


Amel WaGesencner rte see ae ae: 


PREVENTION: 


— Accidents-Use Accidents ........ 
— Fire-See Buildings-Fires ......... 


— Measures-See Buildings- 
Protection 


PRICES: 


— Cafeteria-See Cafeterias ......... 
— Equipment-See Catalogues ...... 


PRIMARIES: 
— Allotment Transfers-See 


Allotments-Vouchers ............. 


— Expenditure Listings-See 


Statements-AP & AR ............. 


— Machine Runs-Use Statements- 


BP GAG sy ccles doers 57-5 eee 3 


Introduction 
So ras! ites GIN acta chee ad aa 


PRIMARIES (cont'd): 


— Revenue Listings-Use Statements- 
AP ROAR. oi ein. alee oc ennee 


— Stock Certificates-Use 


APAQUCHIOIS <. os. c. nee ek 


PRINTING: See Books . 
PRIVACY: See Access to 


Information and Privacy .......... 


PRIVY COUNCIL ORDERS: 
— General-See Acts-Orders 


EGOURCH snc ee ee ces 


— Individual Payments-Use 


Regulations.) ccs csts eis rs 


PROBATIONARY PERIOD: See Human 
Resource Planning-Performance 
Appraisal’... i chouen een te aeeen 


PROGEDUPE er 
Analysis-See 


Management Services ........... 


— Correspondence-See 
Correspondence Management 


— Management-See Management 
DOCIVIGES Bh aceon dor Eee entre 


— Organization-See Organization 


PROCESS CHARTS: See Management 
SEVIS! cre Rk oe 


PROCUREMENT: 
— General-See also by type 


Or ECUIDMIEM ieee man cietert eres aro 
= AIKCKAn-SCCIAUTCNaIL ) aumas san Mae 
== (OOMACT SM IAMC Sin erante alae ton 


— Equipment-See also by type 
— Ships-See Ships 
— Tenders-General 


PRODUCT: 


— Claims-Use AP-Vouchers ........ 


PRODUCTION: See Manufacture 
PROFESSIONAL: 


— Accounts-See AP-Services Rendered 

OrARZVOUChEIC# et. Gate - 
— Employment-See Employment ... 
— (kees-See heeswey. a.dereoncseen 


PROGRAM(S): 


General-See Plans .............. 


— Affirmative Action 
— Broadcasts-See Information 


SEMiIGES-RAGION =o anita 


— Career-See Human Resource 


Planning-Career ..........0.00.5- 


— Employment-See Employment- 


POO CAIN Sac earraet et cane 
— FederaliGgemily sn evycente: weet - 


— Forecasts-See Multi-Year 


Operational Plans: 2.06 ..4.heenh « 


— Incentive Award 
— Safety-General- 


Use Health and Safety ........... 


— Personnel-See Health and 


DalGl Vues seine iuaantaarantee ssc 


PROGRESS: 


— Claims-Use AP-Vouchers ........ 
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— Financial-See Contracts ...... 
— Vehicles-See Vehicles ........... 


PROGRESS (cont'd): 
— Payments-See AP-Vouchers ..... 


PROMOTIONG: oot xetinnshaynseis 


PROPERTY: 

— (Building. <wkewceel ten ee eee 

a) bh: \e1o te OR ee eee ie 

— Misuse of Government-See Staff 
Relations-Discipline ............. 

= (axes 566 0AX65, Wea oe ee. 


PROTECTION: 
— Buildings-See Buildings- 

PFOA ICN earners errand d 
— Fire-See Buildings-Fires ......... 
— Flood-Use Lands-Flood Control .. 
— Security-Use Security-Physical ... 


PROVINCIAL: 
= ACIS? cari. op cathe bon 1 Ce eres 2 
— Agreements-General ............ 
— Finance-See Agreements ..... 
= 'CO-ODSratiolie, wale dae. eae on 
— Elections-See Politics ......:..... 
— Finance-See Agreements ........ 
— Legislation-See Acts ............. 
=" Politiess isa tht cmetae eee 
= TEXESS 4 adorn. 00 rane ne arenes 


PUBLIC: 

— Accounts-See Statements- 
Accounting Miscellaneous ....... 

— Notaries-See Legal Matters ...... 

— Relations-See Information 
SGIVIGEGHee Mas hr 14. Ones eee 


PUBLIC SERVICE STAFF RELATIONS 
BOARD: 

— Adjudication Decisions-See Staff 
Relations-Adjudication ........... 


PUBLICATIONS: 
General-See Books and ......... 
Federal Identity Program ........ 
— Inquiries-See Information 
Services-InquirieS ..........2..:. 
— Library-See Library Services- 
BOOKS G5) creer gem taint weectene coins 


PUBLICITY: See Information 
SEMICES wi ikeds oe ete pan ee 


PUNCHES: 
— Hand-See Stationery ............ 


PUNCTUALITY: See Attendance .... 


it noave) 
Buildings-See Buildings- 
AO GUISTHON oiataecarctntes <0 eee ee 
— Contracts-See Contracts ........ 
— Procurement ................-. 
— Equipment-See Procurement and 
also by type of Equipment ....... 
— Lands-See Lands-Acquisition .... 
— Local-General-See 
Pracuirementt. atv. spevaeedare.. 
— Financial-Use AP-Vouchers ... 
— Orders-General-See 
Procurement 


-& 


& 


PURCHASE(S) (cont'd): 
— Requisitions-General-See 


Procurement \.7..: 2s ee eee 3 

— Finance-See AP-Vouchers .... 4 
PURPOSE OF 

SCHED UES senate Introduction 
Q Schedule 
QUALIFICATIONS: 
= Officiallkanquagesaes.ss.e ser. is: 
QUARTERMASTER ANALYSIS: Use 

Statements-Accounting 

ViscellaneOusse...4.) sae aeae 4 
QUEEN'S PRINTER: 
— Payments-Use AP-Vouchers ..... 4 
QUERIES: See Inquiry 
QUESTIONS: 
— inParliament-Use Parliament .... 1 
R Schedule 
RACE RELATIONS: Use Cultures ... 1 
RADIO: 
— General-See Communications ... 1 
— Advertising-See Information 

SGIVICES Wate oo cere aot e 1 
— Broadcasts-See Information 

S6NWICESH MRR he Sere. 1 
— Information-See Information 

SERVICES Byres ae ee. 1 
— Installations-Use Utilities ......... 2 
RAILWAY: 
— Accidents-See Accidents ........ 1 
— Transportation-See 

TKAanSDOMAtOMie em aera 1 
— Wrecks-Use Emergency Planning 

DISASTOTS Track oon nee i ees ree ear 1 
RATES: 
— Exchange Sheets-See Banks .... 4 
— Express-See Transportation- 

PICION Eero eee een yet. 1 
— Freight-See Transportation ....... i 


RATINGS: See Human Resource 
Planning-Performance 
Appraisal tannin iene ee wc eee 5 


RCAF TREASURY ACCOUNT CARDS: 


See Ledgers-Specific ........... 4 
RCMP: 

— Allowances-See Pay- 

AIlIOWANGESS =r... carina seas cae: 4 
READERS: See Microfilming ........ 3 
RECAPITULATION: 

— Cheques Issued-Use Cheques- 

lASts=Generalie eee eee ae 4 
REGEIPRTS: 
eal General nacecase. ace: 4 
— Accounts Receivable Vouchers .. 4 
— Bank-See Banks-Vouchers ....... 4 


RECEIPTS (cont'd): 


— Cheque-See Cheques-Receipt .. 4 


— Summaries Registers-See Cash 


Accounting-Ledgers ............. 4 


RECEIVABLE ACCOUNTS: See 
Accounts Receivable 


RECLASSIFICATION: 
— Documents-Use Security- 
CICAKEN CEST ty A tia keer a 1 


— Personnel-See Promotions ....... 5 
RECONCILIATION: 
— Bank-See Banks-Statements ..... 4 
— Cheques-See Cheques-Bank 

SLALCMIEMIS! tn actresses ee eters 4 
Mace aes iy 

General-See 

Records Management ........... 1 
— Allotment-Use Allotments- 

EGCOSIS. |. eneen ate eres tar ee ee oe 4 
— Annuitants-See Pay-Files ........ 4 
— Assigned Pay-See Pay ........... 4 
— Cash Control-See Cash 

Accounting-Ledgers .....4....... 4 
= (COMICS MAE eee Introduction 
<=, (De ione Ie Anns eee Introduction 


— Disposal-General-See 

Records Management 
— Duplication Introduction 
— Earnings Cards-Financial- 


See Pay-Cardsa ot eae eo. eee 4 

— Personnel-See Pay-Cards .... 4 
— Historical-General-See 

LISTON ales. mreeseae, Ree ene etd eee 1 

is VEN Seer criitx. comet alone tees ae Introduction 


— Indian Lands-See 


RCCOCRS=IINCIAN ip wrote oer cen es 4 
— Legal Payments-See Ledgers- 
SISECHICD So oure mes Ao wh Reon 4 
PS MAMAGEMNGME eects neers csr 1 
= PAV-SeesPay teeters aed eee: 4 
— Pension-See Pay ....<........... 4 
=! PAV =ISTS Maen AE en cate ee re» 4 
= OVSONNIC nar errr eee eee terres, 5) 
— Postage-See Postage Accounts- 
LCAGCIS paren arena ten ee ae 4 
— SREMMO=SCC PAV) sen ey ones se 4 
— Registered Mail-See Mail ........ 1 
SISA CS i reenter errr eat naar nak: 5 


— Schedules-General-See 
Records Management 
— Definition 


RECORDINGS: 
— Library-See Library Services 


RECOVERABLE ACCOUNTS: See 


Accounts Receivable ............ 4 
RECREATION: 
= Areas=see: ands 1... sc. see eee. Bs 
— Personnel-See Sports ........... 5 
RECRUITING: See Employment ..... 5 
RED CIRCLED POSITIONS: Use 

Classificalichimem ee ee ee 5 
REDECORATING: See Buildings- 

Maintenances sete ea 2 
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REFORESTATION-See Lands- 
Development .................. 


REFRIGERATION: See Utilities- 
Air Conditioning 


REFUNDS: 

— Accounts Payable-See 
AS PAVOU CIEE Sw tee tex eiort: isc are 

— Accounts Receivable-Credit 

— Ledgers-See AR-Ledgers 

ae Pave SCO AVM a Naeer ae nae 

— Source Machine Runs-Use 
Statements-AP & AR 


REGISTERS: See also Ledgers 

— Attendance-See Attendance ..... 

— Finance-See under Ledgers 

— Mail-See Mail 

— Records-See 
Records Management 


REGISTRATION: 
— Mail-See Mail 


REGULATIONS: 

— General-See Circulars 
— Dress-See Clothing 
— Finance 
— Fire-See Buildings-Fires 
— Personnel 
— Security-See Security 
— Statutory-See Acts ........ 


RELATIONS: 
— Cultural-Use Cultures 
— International-See International 
— Public-See Information 

STe\ailsist ee eee ne Ae ee 
— Staff-See Staff Relations 
— Union-See Staff Relations 


REL Ee ): 

Information-See Security ......... 

— Legal-Use Accidents 

— Personnel-Use Retirements 

— Press-See Information Services . 
— Security-See Security- 

Information 

— Deposit and Release- See 

Vouchers 


RELOCATION: 
— Accounts-See Travel-Expense 
Claims 
— Advances-See Travel-Expense 
Claims 
— Claims-See Travel- Expense 
Claims 
— Expenses-See Travel 


REMEMBRANCE DAY: See 
Ceremonies 


REMITTANCE: 
— Deduction-See Pay-Lists ......... 


REMOVAL: 
— Snow-See Lands-Roads 


RENT(S): 

— Buildings-See Buildings 
— Contracts-See Contracts 
— Lands-See Lands 


2 


RENT(S) (cont'd): 


— Revenue-See AR-Vouchers ...... 4 
REPAIRS: 
— Buildings-See Buildings- 

PATESTATIONG, Sou. ss ktcanie diss aaa ce 2 
— Equipment-See Maintenance Pes: 
— Vehicles-See Vehicles ........... 3 
ditailenns 

Generalenetiun. ae, tee eet, 1 
— Accommodation-See 

Accommodation: 2.854 20..5.5. 2 
— Affirmative Action ................ o 
— Annual (Departmental) .......... 1 
— Associations-See Associations ... 1 
E> NIG ie ota tenche: Gata res cic voir « 4 
— Fire-See Buildings-Fires ......... re 
— Health and Safety ............... 5 
— Human Resource Planning ...... 5 
— Post-See Reports-Intelligence ... 1 
— Publications-Use Books ......... 1 
— Security-See Security ............ 1 
— Training-See Training ............ 5 
REPRODUCTION: 

See Office Services .............. 1 
REQUESTS: 

Information-See Information 

Services-InquirieS ............... 1 
— Access to Information 

BIC PrVAC VN. ceeiinc hee tite tek i 
— Photographs-See Maps ......... 1 

— Information Services- 

GUIS ae een eee aes. aes 1 

— Publications-See Information 

Services-Inquiries ............... 1 

— Library Services-Books ....... 1 
— Statistics-Use Statistics .......... 1 
REQUIREMENTS: 
— Manpower-See Human Resource 

Plannine= Generale Gen awe.s wna... 5 
REQUISITIONS: 
— Cheques-See AP-Vouchers ...... 4 
— Death Benefit Payments-See 

APVOUCHEIS ace. o3..0 5 cote aes 4 
— Equipment-See Procurement .... 3 
— Purchase-See AP-Vouchers ...... 4 
— Reproduction-See 

OfiGe ServiceSt eects nee « 1 
— Transport-Use Transportation .... 1 
— Travel-See 

Travel-Expense Claims .......... 4 
RESERVATIONS: See Transportation- 

a LOS WP Sar alannah Sea aa Set ey SN 1 


RESIGNATIONS: See Retirements .. 5 
RESPONSIBILITY(IES): 


— Organization-See Organization .. 1 
— Pay-See Salaries 3... awnccs bes 5 
RETENTION PERIODS: Introduction 
RETIREMENT: 
— Allowance-Use Allowances ...... 4 
— Fund-Accounts-See 

PaysACcCountis apace a 4 
— Leave-See Leave ................ 5 
— Separation-See Retirements ..... 5 


nggle vais 

General-Use Reports ........... 
— Cheques-See Cheques-Lists 

and Returned 
— Parliamentary-See Parliament .... 
— Personnel-Use Reports .......... 
— Security-See Security-Reports ... 
— T.4and TP.4-See Pay ............ 


REVENUE: 
— General-Use AR-General ........ 
— Accounts-Use AR-Vouchers ..... 
— Cash Book Ledger-Use Cash 

Accounting-Ledgers ............. 
— Listings-Use Statements- 

AR G@ART a. ccucte Cl eee 
— Statements-Use Statements- 

AR GUAR 2 enero ts, eee 


REVIEWS: 

— Performance-See Human Resource 
Planning-Performance 
ADDFAISGISS hata tittrect ealener eta 


REVISION: 

— Classification Program-Use 
CIASSHICATION: ance ene eter 

— Salary-See Salaries and Wages .. 


RIGHTS OF WAY: 
— Legal Documents-See Lands 
— Lettings and Concessions- 
See ands esse eae eet 


RIOTS: See Emergency Planning- 
DEMMONSUAU CMS meet ee ea ts 


RISK ALLOWANCE: See 
PUOWANGES 8 coe decks cele eee 


ROADS: 
— General-See Lands .............. 
— Transportation-See 

MANS DOMANOM sree eta. ome 


ROSTERS: Use Nominal Rolls ....... 


ROTATIONAL TRAINING: 
SCS HTAUI C pacint.e eae Nee ere oe 


ROYAL(TY): 
— Commissions-See Parliament .... 
— Congratulations-See 

AD PIECIANOR gsexc ues aetna 
= Tfours-see VISIS nos eee sce eas 


RULE(S)(ING): 

— General-See Legal Matters ...... 
— Departmental-Use Circulars ..... 
— Legal-See Legal Matters ......... 
— Orders in Council-See Acts ...... 
— Treasury Board-See Acts ........ 


RUNS (and Machine Runs): 
— General-Use Statements- 
APS ARs let ie 3 ae earn 
— Abstract-Use Statements- 
RPS as item tere Minti os) oh eerie ek 
— Binders-Use Statements- 
AP GAR eS ae ye ie. 
— Cheque-Use Cheques- 
NSissGEnerall =. «. cok se etaeees ee cee 
— IBM Source-Use Statements- 
AP & AlRoaacaccee eee enema ee 


RUNS (cont'd): 
— Divisional-Use Statements- 

AP&AR ..... 4 
— Encumbrance-Use Statements- 

AP GAR: .....- 4 
— Establishment-Use Statements- 

AP&AR .......- 4 
— Estimate-Use Statements- 

AP&AR ........-- nos sree 4 
— Hollerith-General- Use 

Statements-AP&AR ............. 4 

— Special-Use Statements- 

Accounting Miscellaneous .... 4 

— Object-Use Statements-AP & 

NE eee he 0 Cay areas © eee 4 
— Primary-Use Statements- 

Tee PRES ee A tek, ete sy ee gs 4 


— Quartermaster Analysis- 
Use Statements-Accounting 


MISGGIANGOUS Ulin a. ac tieuen ces 4 
— Refund of Source-Use 

Statements-AP & AR ............. 4 
— Source-Use Statements-AP & 

[= eae one: Serie oe eka An ee 4 
— Vote-Use 

Statements-AP & AR ............. 4 
S Schedule 
SABOTAGE: See Security- 

SUDVELSIVE! «.. esses w oath aa pak ae aee 1 
SAFETY PROGRAMS: 
— General-Use Accidents .......... 1 
— Personnel-See Health and 

SAC Wied, esd Palos d by Re, 5 
SALARIES AND WAGES: 
— Financial-See Pay ............... 4 
=, IPERSOnnel een eee ee ee By 
SALE(S): 


— Books-See Books 
— Buildings-See Buildings- 


DISMOSaI rcereareen ona cart ae te 2 
= EQuUIDMeNL s.ctnesnaaescs cnaeee 3 
— Land-See Lands-Disposal ....... 2 
— Slips-See AR-Vouchers .......... 4 
— Taxes-See TaxeS .......c8..sde0s 4 
SANITATION: 
— Cafeterias-See Cafeterias ........ 1 
— Garbage Disposal-See Utilities .. 2 
— Installations-Use Utilities ......... Z 
— Working Conditions .............. 5 
SAVINGS (and Savings Bonds): 
— General-See Campaigns ........ 1 
— Indian Trust Ledgers-See 

K:GAGEIS=INGIANE woccwasc tan ee 4 
— Pledges-See Pay-Canada Savings 

Bonds, nora tere te: 4 
SCALE OF ISSUE: See Issue ........ 3 
SCHEDULE(S): 
— General-See 

Records Management ........... 1 
— Applicationof ........ Introduction 
— Arrangementof ....... Introduction 
= Detinitionetaswece ses: Introduction 


n 


SCHEDULE(S) (cont'd): 
— Files Disposal-See Records 


Managemettq: 07 eter. 1 
= PUNDOSCOl a menrane: Introduction 
— Training-See Training-General ... 5 
SCHOLARSHIPS Sa ena ern tuenn ee 3) 
SCHOOL FUNDS: See Funds ....... 4 
SCIENTIFIC: 

— Equipment-See Technical ........ 3 

— Personnel-See Employment ...... ‘S) 

SCRIPTS: 

— Indian-Land Records-Use 
UGdGers-|Nclaliimerc sac. sete 4 


— Program-See Information Services- 


Rad|O ee ete ee 1 
SEASONAL EMPLOYEES: 
— Employment-Use Employment ... 5 
— Pay-Financial-See Pay-Cards- 

LASTS S..wAers Set ene 1 Ore anne 4 

— Personnel-See 

Pay-€ arc Salti Sts ance ee 4 

SECONDMENT: See Exchanges .... 5 
SECRETARIAL AND STENOGRAPHIC: 

ee Office Services .............. 1 
SECURITY (IES): 
= GEnerale ye Sit aretha. 1 


— Buildings-See Security-Physical . 1 

— Deposit Ledgers-See Ledgers- 
SOCCiiCg esc... ene eee 4 
— Release Forms- 


See VOUCHETS #2 eee 4 

— Guards-See Security-Physical ... 1 
— Old Age Ledgers-See Ledgers- 

SDOCHICS muerte een a 4 
— Personnel-See Security .......... 1 
— Shells-See Furniture ............. 3 
SELECTION STANDARD SY eres 5 
SEPARATIONS: See Retirements .... 5 
SERVICES: 
= NGSNCTAL Monee eee eee aces ae ee 
— Buildings-Use Buildings- 

Maintenance and/or Utilities ..... 2 
— Drafting-See Office Services ..... 1 


— Duplication-See Office Services . 1 


— Electronic DataProcessing ...... 1 
=p INLOnMAtOn meen eee ree eee rea 1 
= Dany Geers aes ane eeteeee 1 
SPIN FEU lig ton creas ores eo ai) ace ata RE 1 
9 Managemen recs ace oscmetina 6 1 
a OffiCCaemen ce aerate eaten 1 
Ie POStalESCe: Vallee aap aier at enierns: i 
— Reproduclion-See 

OiCe: SEWICESS seen sae etnaane 1 
— Secretariat-See Office Services .. 1 
— Stenographic-See 

Office SeWiCESal ears eeeterer otc 1 
— Transcribing-See Office 

SEWICCS ayn se en Serr ee 1 
— Translation-See Office Services .. 1 
— Typing-See Office Services ...... 
SESSIONAL EMPLOYEES: 
— Employment-Use Employment ... 5 


SESSIONAL EMPLOYEES (cont'd): 
— Pay-Financial-See Pay-Cards- 


LEI SEO Nearer Pict tare cere aOR hates 4 
— Personnel-See Pay-Cards- 

LISS Melee devine saa eer ten re hyo: 4 
SEWAGE: See Utilities-Water ........ 2 
ShlEEio: 

— Advance Ledger-Use 

MraveleLCdGersiwe 1 seeen ons stern: 4 
— Bank of Canada Exchange Rate- 

SECIBGIIKS asc wei oc ese ee ao 4 
— Cash-Use Cash Accounting- 

ESOOCIS aaa. cae ae ee 4 
— Contract-Use Contracts- 

(XeVorolefovatin, Be, ence cecgen Sec ates see 4 
— Exchange Rate-See Banks ...... 4 
— Land Sales Balance-Use Ledgers- 

GVO Als ane Mee ih mint cwecetee ae 4 
— Savings and Estate-Use Ledgers- 

Hate alae seca ee 8 awe etn or ac 4 
— Stock Ledger-Use 

Ledgers-General ................ 4 

— Reconciled-Use Ledgers- 

(GENO CANE cay sete fase rae 5 4 
— T.A.-Use Cheques-Receipts ..... 4 
SirlSles: 

— Security-See Furniture ........... 3 
Silieos 
SKE (2112) eee ere ee 3 
— Accidents-See Accidents ........ 1 
=-SBISWOSellle We eset eae te ace a ae neers 3 
— Instruments-See Technical ....... 3 
— Transportation-Use 
Man SOOnlauOMeeres were arene ae 1 
— Wrecks-Use Emergency Planning- 
DISASISK SH ae aes Sete BAN ae 1 
SICKQIEEAVE SCG LCAVey wera 5 
SIDEWALKS: See Lands-Roads ..... 2 
SIGNAGE: See Buildings ........... 2 
SIGNING AUTHORITY: 
— Correspondence-See 
Correspondence-Management .. 1 
Papell GENS acne tien A ak ae 4 
SIRENS: See Buildings-Protection .. 2 
SUES: 
— General-See Lands-Acquisition .. 2 
— Historical-See Lands-Historical 2 
SUIDES: 
— General-See Information Services- 
Motion RiCtlineS: aaa ace aeeeet 1 
— Library-See Library Services ..... 1 
SLIPS: 
— Bank Voucher Deposit-See Banks- 
VOU CHENS MAIR A aNd tren i ache eS 4 
— Sales-See AR-Vouchers ......... 4 
SMOCKS: See Clothing ............. 3 
SNOW REMOVAL: 
Seelands-ROaAdS: a ea.ne seen: 2 
SOCIAL: 
— Entertainment-See Allowances ... 4 
ODOM ee eink aoe honed 5 
— Functions-See Associations ...... 1 
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SOCIAL (cont'd): 
— Security-See Insurance .......... 5 


SOGIETIES: See Associations 
SOLDIER SETTLEMENT LEDGERS: See 


ECOG (Shea mr aware. aaa ere 4 
SOLICITATIONS: 
— Business-See Corporations ...... 1 
— Charitable-See Campaigns ...... 1 
SOURCE: 
— Cheque-IBM Runs-Use Statements- 
ABI BG A Dime oc ith, ten Rees 4 
— Lists A & O-Use Cheques-Lists- 
Generale. be ivesctaree inne 4 
— Summary O-Use Cheques-Lists- 
(GOMETGI I. sarees cea aR ators 4 
SPACE: See Accommodation ....... 2 
SPECIAL: 
— Advance Accounts-Use AP- 
VOUCKCTS Te mires. srente ey en 4 


— Cheque Ilssue-Use Cheques-Lists- 


Géheraly a3. A eee eee 4 
— Leave-See Leave ................ 5 
— Machine Runs-Use Statements- 

Accounting Miscellaneous ....... 4 


SPECIFICATIONS: 
— Buildings-See Buildings-Plans ... 2 


— Equipment-See Drawings ........ 3 
mal 8 4) [Ls han eee URI ONS oe Oe 2] 
SPEECHES: 
— General-See Information Services- 
eC RWOS, oh, 8 Phys accra ee  « | 
SPORTS: 
he (LOT CT ll peace intent Rive nee hoe: ce cS 5 
— Equipment-Use 
Equipment-Generall .......0...+5- 3 
SPRINKLERS: 
— Fire-See Buildings-Fires ......... 2 
STAFF(ING): 
— General-See Employment ....... 5 
— Pay-Financial-See Pay ........... 4 
— Personnel-See Salaries ....... 5 
=r CIAL ONS wax citenes etude a ras cere) rs 5) 
— Training-Use Training ............ 5 
STANDARDS: 
— Classification-See 
SlASSITICATIONmeenet eta cee Eee ne S: 
— Selection-See Selection ......... S 
— Work Measurement-Use 
Management Services ........... 1 
STANDING: 
— Advances-Use Accounts ........ 4 
— Offer Agreements ............... 3 
STATEMENTS: 
=) AGREE GNGIE! we avenge ese Aer 4 
— Accounting Miscellaneous ....... 4 
— Accounts Public-See Statements- 
Accounting Miscellaneous ....... 4 
— Annuitants Earnings Records- 
See Pay-Statements ............. 4 
— Associations-See Association .... 1 
— Bank-See Banks-Statements ..... 4 


STATEMENTS (cont'd): 
~— Cash Gratuity-See 
Pay-Statements Mae 
— Cheques-Bank-See Banks ae 
— Imprest Accounts-See 
Banks 
— Companies-See Corporations 
=) KSOTORAUIONG 5 vg mace ee cae ees 
— Earnings Records- See Pay- 
Statements a... crankset te eres 
— Annuitants-See Pay ........... 
— Encumbrance-See Statements- 
AP SOAR nw. . cadens ose uate ene: 
— Establishment-See Statements- 
BP SAR ibs cosine c n os abet eae ak a 
— Expenditure-Use Statements- 
AB SEAR Wee. fess: ER 
— Imprest Accounts-See Banks 
— Primary-See Statements-AP & 
PPR Sil cette tie ce ARCA ree eae Se 
— Public Accounts-See Statements- 
Accounting Miscellaneous ....... 
— Revenue-Use Statements- 
INPSOIAR Ce So leuk «ceeerst eee 
— Sub-Allotment-See Statements- 
APSSAR Ader cer ete cee eee 
— Vote-See Statements-AP & AR 


STATIONERY: <3 sir, daar tents a 


STATISTICS: 
General-See Reports ............ 
— Accommodation-See 
ACCOMIMOCANOM bs waren een 
— Human Resource Planning- 
FIGDOMS, cs sew. cuca. oe eee Meee, 
— Personnel-See Reports .......... 
— Time Studies-Use Management 
SEIVNICES.on sone eee Mer ns 
— Work Measurement-Use 
Management Services ........... 


STATUTORY: 

— Declarations-Lost Cheques-See 
Chequestkosheea news a rec. 

— Increases-See Salaries .......... 

= | OFGEIS*SCE AGIGH 2... tate ee eee 

— Regulations-See Acts ............ 

— Revisions-See Salaries .......... 


STENOGRAPHIC: See 
OHIGE SEIVIGES! «0. eer eee 


STOCK: 

— Certificates-Use AP-Vouchers 

— Ledger Sheets-Use Ledgers- 
Generale Sena eee 


STOCKTAKING: See Accounting .... 


STOPPAGES: 
— Work-See Staff Relations- 
Serieral oxi. 8: Os ° ey wees ee ae 


STORES: 
— General-See Equipment ......... 
— lIssue Vouchers-See Vouchers 


STREETS: See Lands-Roads ........ 


STRIKES: See Staff Relations- 
(GONnGlal terete oe ee ee aa 


STUDENTS: See 
Employment-Summer ............ 


STUDIES: 
— Personnel .......... 


SUB-ALLOTMENT: 
— Encumbrance-See 
FNCUMDIANnCGS . neces tes.» en eee 
— Expenditure-Use Statements- 
PAE? APR ae crete SCH eee ak 
— Revenue-Use Statements- 
PAS Be. eae te de ees 


SUBMISSIONS: 


 \ROCOLSs -.h eum ae ot oa Introduction 


— Treasury Board-Use Correspond- 
ence Management .............. 


ee tienes 

AGSOOIRUIGHS. Stree. Pace t sere cs. 
— Information Services-See 

Information Services- 

NGWSDaDGIS! scrawny e omemiae 
= MEMOTATY SeWWIOCS wren circ ns eet 
— Magazines-See Information and/or 

WDTAany SEIVIGOS ssc cease os 


— Newspapers-Use Information and/or 


TARY SERVICES 2 ms vagpecs cures tcl 
— Periodicals-See Information and/or 
DISKAMy OCUVICCON at <\iCReme man eich 


SUBSIDY PAYMENTS: Use 
AREVOUCTCUS arrest o: dene oetie ntt a5 


SUBSISTENCE ALLOWANCE: See 
ANIOWERCES 2 te ee men ae» 


SUBVERSIVE ACTIVITIES: See 
SSC Mae see eters cet EAE 


SUGGESTIONS: 
— General-See Incentive Award 


SUMMARY (IES): See also Statements 


— Cash Receipts Registers-See Cash 


Accounting-Ledgers ............. 
— Cheques O Source-Use Cheques- 
ISISEG a can seni ene cece Pra en 
— Payroll Time-See Pay-Payroll ..... 


SUMMER: See Employment ........ 


SUPERANNUATION: 

Gene hal Si vA hag en en a, 
— Accounts-See Pay ............... 
— Pension Payment-See Pay-Lists .. 


SUPPLIER ACCOUNTS: See 
Accounts Payable ..............: 


SUPPEES: 
— General-See Equipment ......... 
— Accounts-See Accounts 

Payable. ecerre tat rete ye 
— Aviation-See Aviation ........... 
— Medical-See Medical ............ 


SURPIO See tence ee ak sce oc 


SURVEYS: 

— Land-See Lands-Acquisition ..... 

— Management-See Management 
SEVIGEST anette Geer eames ae 

— Personnel-See Studies ........... 

— Security-See Security-Reports ... 


SURVIVAL: 


— General-See Emergency Planning- 


Nationialetes- oe Sacace nite ve 
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SURVIVAL (cont'd): 
— Buildings-Use Buildings- 


Protection: .<..<.0. 100 ee eee oe 2 
SUSPENSE: 
— Accounts-See Accounts and 
ACCOUUIUTIC «12. une see eae 4 
— Ledgers-See Accounts and 
SCOUTING Puce, aeemens “at ane. . 4 
SYMPOSIA: See Committees ....... | 
SYSTEMS: 
— Personnel-See Studies ........... 5 
if Schedule 
T.A. SHEETS: Use 
Cheques-Receipts .............. 4 
TABLED MATERIAL: See 
Pathament 2.20. ees. cee ose 1 
TAPE(S): 
— Magnetic-See Electronic Data 
PROGESSING Ss me ae as ee eee 3 
— Recorders-See Office 
ECUIDMCK sn ces cae eee eee 3 
TARIFFS: 
— General-See Duties .............. 4 
— Transportation- See 
Transportation x vate. eles 1 
TASK FORCES: See Committees .... 1 
TAXES: 
= *Gehetal wes ss pee Sao eae 4 G 
= MHACOME MS irn cn ce oie ee eee 5 
= NCOME+SCC PAY" cain cea tess eee 4 
TECHNIGAL EQUIPMENT: 2 oe.c-.ue. 3 
TELECOMMUNICATIONS: 
— Equipment-See Technical ........ 3 
— I\Installations-See Utilities ......... 2 
— Systems-Use Communications ... 1 
TELEGRAPH: 
— General-See Communications ... 1 
— Accounts-See AP-Utilities ........ 4 
— Installations-Use Utilities- 
Telecommunications ............. 2 
TELEPHONE: 
— General-See Communications ... 1 
— Accounts-See AP-Utilities ........ 4 
— Installations-See Utilities- 
Telecommunications ............. 2 
TELETYPE: See Communications 1 
TELEVISION: 
— General-See Information Services- 
RECIG O22 ite ce oer ee. 1 
— Advertising-See Information 
Services: A6 eee eeee 1 
— Broadcasts-See Information 
SEMICeS-HAGIO. Wisse sor nev eee a. 1 
TENDERS: 
— Acceptance-See Contracts ...... 4 


— Buildings-See Buildings- 
Construction 


TERM(S): 
— Appointments-See 


ADPOINIMEMISS teen ee eee oe 


— Employees-See Employment 


— Of Employment-Use Staff Relations- 
Collective Agreements ........... 


TERMINAL ALLOWANCE: See 


AlIIGWANCES AU. eer eee en 


TERRITORIAL: 


= ACIS-See ACIS: tan. same mene - 
— Agreements-See Agreements .... 
— Co-operation and Liaison ........ 
— Legislation-See Acts ............. 


Uinlele RS» 
— Boards of Inquiry-See 


Boards: Of ee-e.s5 ae ont a eee ee 


— Investigations-See 


IiVESUCGAONS: ener ee aetna tee 


TICKETS: 
— Parking Permit-See Licences 
— Transportation-See 


Transpo ttetto iawn ee een ee tee 


TIMBER: 
— Indian Sales-See Ledgers- 


IGianiy . tees, oer eee eee 


TIME: 


= .@ff-See Hours on WO ayes. = ere 


— Payroll Summaries-See 


PaVSPaViOll: es emma nate he eer 


— Studies-See 


Management Services ........... 


TUBES: 
— Applied-See Federal Identity 


PrOGRARGIE eRe ee ie cc ieee eae 


TOURS: SEE NiISi(Sa eee eee 


TRAIN WRECKS: See Emergency 


PIE GUMCHDISAISIEIS) S455 ceo necas: 


TRAINING: 


= “GONEral. Rictee ee nN eee 
— Equipment-See Educational ..... 
— Safety-See Health and Safety .... 


TRANSCRIBING: See Office 


SOIVICC +See een eek Pan caret 


TRANSCRIPTS: 


— Cheque-See Cheques ........... 


TRANSFER(S): 
— Allotment-See Allotments- 


NOUGKEIS UR tes coe eters one 


— Bank-See Banks-Vouchers 
— Buildings-See Buildings 


=< ACCUISINIOND eataa ters one reece oioen 
= WS OOSal tmereene en eee mea ce 


— fEncumbrance 
— Equipment-See Accounting 


— Lands-See Lands-Acquisition .... 
=, DISPOSAL ata dat as poate 


— Personnel 


=  RECOTOS seen oe Introduction 


— Stock Certificates-Use 


APN OUGCHEIS Ieee res pees ateren Se 


TRANSFER(S) (cont'd): 
— Suspense Accounts-See 


ACCOLNISS sees oh os rciatac Oe Oe 


TRANSLATION SERVICES: 


See Office Services .............. 


TRANSPORTATION: 
— General 


Air Rall) ROaG, Water Aen a.aens Js. 


— Allowances-Use Travel-Expense 


CHA Som ee ee tae SA ss 


— Warrants-See Travel Expense 


GAINS er Ase aes tees he 2 


TRAVEL: 
— Advances-See Travel-Expense 


CAINS. ete ero en 
— Cards-Use Travel-Ledgers .... 
— Ledgers-See Travel-Ledgers .. 


— Allocations 
— Expense Claims 
— Removal Expenses-See Travel- 


Expense ClaimsSy stra eecetenn ase 


— Redquisitions-See Travel- 


Expense ClalniSiaeeearn sce 


— Warrants-See Travel-Expense 


ClalinSts. Sent ee ee ec. 


TREASURY: 
— Bills Ledger-See Ledgers- 


SDECIIC Merman ihe meee raat te 
— RCAF Account Cards-See Ledgers- 
SHCCHICI AS So. ae ee oe 


TREASURY BOARD: 
— Allotment-Transfers-Use 


Allotments-Vouchers ............. 


— Minutes-See Acts 
— re. Individual Payments-Use 


REGUIatONS: Sentences oe. ene 
— Submissions-Use Correspondence 
Managennenitt sr: tere stirs Ae ae 


— Transfer-Use Allotments- 


VONCHETSEy here teat eae daattnoe 
TREATIES: See International ........ 
TRESPASSING: See Lands ......... 


TRIBUNALS: 


— Adjudication-See Staff Relations- 
(aXe l[Olelleeilel) - salogmactit suas es 


AN RIGO SY WSIIGHES Gee yah caus 


TRUST: 
— Agency Accounts-Use Ledgers- 


ICA NER cotrteres tere. hie. Sat eee 


— Indian Savings-See Ledgers- 


[NCHA econ ree ater eaten te noes 


— Ledgers-See Ledgers-Specific 


TUGSESCE'S DID Su ene ck ae iene 


TUITION FEES: 


— \Individual-Use AP-Vouchers ..... 


— Subject Matters-Use 


AIOWSNCES ee er: Sar. OP rae 


TYPEWRITERS: See Office 


SOW Gein! — Mees chest, ele Areata 


TYPING SERVICES: See Office 


SOMICCS) Sb das eae 0 cenit 
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Schedule 


UNCLAIMED CHEQUES: 


U 


e 


Lists-Use Cheques-Lists- 
Returned-Subsequently 
WanGeled Mere mae knee le. eke 


NCOLLECTIBLE CLAIMS: See 


SANTIS aE sano: untrue ons 


NDELIVERABLE CHEQUES: See 


Cheques-Returned .............. 


UNEMPLOYMENT INSURANCE: See 


_— = 


U 
U 


INSUFANCCR anpte bie es on ee te nee oe 


NIFORMS: See Clothing ..........° 
NION RELATIONS: See Staff 


RGIAIORS eo ern eee ae ee 


NITED WAY: See Campaigns ...... 
NIVERSITIES: 


Co-operative Programs-See 
Employment-Programs .......... 


UTILITIES: 


GENeral Wee ota akon eee 
Accounts-See AP-Utilities ........ 
AimGoneciioninig ec tew..necokrent. 
CORSIUICTION TE pecan eine ect ee 
Garbage Disposal aaa e ae. 
Gases hay treet reece 1 
Heating-See Utilities-Plumbing ... 
RCO ROWE FF aaah emu sarc sere 
InstallatiOnS: mer aneeanmee oo. shee site 
NGI AIRC} "Ras pea sato o Meera enemas cnn: 
PALEINALSLIALSI. «. cotosutueane: tasty eather a 
Refrigeration-See Utilities- 

Air CORGINOMGMC Nee dao ee ane cme te 
Sewage-See Utilities-Water ...... 
Snow Removal-See 

ANGSsROAGS see <ectyar tien ees 
Telecommunications ............. 
Ventilation-See Air Conditioning .. 
Walter a5 eae: ot res ears cake ant, 


UTILIZATION: 


Manpower-See Human Resource 
Planning-General ..............:. 


Vv 


VEHICLES: 


GEVClal ee eee tere 
Accidents-See Accidents ........ 
DISPOSaI Ie aes eae eraser eno ccs 
Parking-Areas-See 

GMOS=RAnnO trate tapes ean 
— Permits-See Licences ........ 
Registration Licences ........... 


VENDING MACHINES: 


See @ateteriast ais. a: eee o. 


VENETIAN BLINDS: See Furniture 
VENTILATION: See Utilities- 


Pim OnCitiGhiii Gian. ce. mers eee aad 


VESSELSASCC: SIDS 6. acme se emt ws 


VETERANS 
— Allowances-See Allowances- 

Ledgers a 
— Benefit-See Ledgers-Specific 4 
VISAS: See Passports 
VISIT(S) 
— General r! 1 
— Clearances-See Security- 

Clearances ata 1 
VOTE LISTINGS 
— Expenditures-See Statements — 

BEE TE PAN or ce cet tanita aaa 3% 4 
— Revenue-See Statements- 

Ee ee ee oe ee AR 4 
— Runs-Use Statements-AP&AR .. 4 
VOUCHERS: 
— eral Ot Se eer .s. 4 
— Accounts Payable ............... 4 
— Accounts Receivable ............ 4 
— Allotment-See Allotment ......... 4 
— Bank-See Banks-Vouchers ....... 4 
— Cheques-General ............... 4 

— Abstracts Attached ........... 4 
— Interdepartment 

Settlement Advice ............... 4 
— Journal-See Vouchers ........... 4 
— Returned-See 

Cheques-Vouchers .............. 4 
— Security Deposit and 

Retesse: Fonne Ts). 2 ak ee. 4 
= PQUHSS ISSUE civ. co tenaee nen os 4 
W Schedule 
WAGE; SAG PAY ...s easerameey 2 4 
PTT SAIES? ., «cue Sees cece aan « 5 
WAIVERS: Use Accidents ........... 1 
WALL FURNISHINGS: See 

CATON Ces oe cee tere 3 
WARNING DEVICES: See Buildings- 

ENEMA Wot dons Seer ieee © 
WARRANTS: 
— Election-See Cheques-Election .. 4 
— Salary-See Salaries .............. ] 

ane Pay rercice errr re ote 4 
— Travel-See Travel- 

Expense Claims ................. 4 
WAR VETERANS: See Allowances- 

ERGSOIS: aecviss scare. wee pers 4 

WATER: 
— General-See Utilities ............. 2 
— Sewage-See Utilities-Water ...... 2 
= OUPRFIGDOTIRUON 5 5455.5. a cnn a cece: 1 
WEAPONS: See Arms and 

PUTIN A. cece ee nn es 3 
WHARFAGE BOOKS: See Cash 

Accounting-Ledgers ............. 4 
WINTER WORKS PROGRAM: See 

Employment-Programs .......... 5 


WIRE: 

—~ Communications-Use 
Communications 

— Installations-Use Utilities ......... 


WORD PROCESSING SERVICES: See 
Office Services 
— Procurement of 
— Compensation-See Health and 
Safety 
— Conditions 
— Experience Programs-See 
Employment-Programs 
— Hours of-General 
— Cafeterias-See Cafeterias ..... 
— Measurement-Use Management 
Services sat. Gees. 
— Records-Audit-See 
Audits-Reports 
— Stoppages-See Staff Relations- 
General 
— Winter-See 
Employment-Programs 


WRECKS: Use Emergency Planning- 
Disasters 


WRITE-OFFS: 
— Claims-Use Claims 
— Equipment 


ACCOPRESS' <> 


25070 YELLOW/JAUNE BY2507 
25071 BLACK/NOIR BG2507 
25072 BLUE/BLEU BU2507 
25073 R. BLUE/BLEU R. BB2507 


25074 GREY/GRIS BD2507 
25075 GREEN/VERT BP2507 
25077 TANGERINE BA2507 
25078 RED/ROUGE BF2507 
25079 X.RED/ROUGE X. BX2507 
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